United States Department of Education (ED)
Office of Postsecondary Education (OPE)
Federal TRIO Programs (TRIO)

User’s Guide
for the
Student Support Services
Annual Performance Report
Website

February 2013

Presented by

CBMI
7518-M Fullerton Rd,
Springfield, VA 22153



Table of Contents

1 OVERVIEW 1
1.1 INTRODUCGTION. ....uuutttetieeeieeiitteeeeeeeeeseteereeeeeeeasaaaeeeeeeeseassaaaeeseesssasataarseeessesastaaseseeesssnsaaseseeessannsasseseeessennnsrenees 1
1.2 ACCCESSING THE SITE....ciiiiiiiiiuttetteeeieeiiitteeeeeeeeeiesaareeeseeeeesaaeeeseesssesistaesteesseessttasssessesssssaaseeseesssssasseseeesseensssresees 1
1.3 FEATURES OF THE SITE......cetttuuttttietieiiiittereeeeeeeeesuaeeeeeeeseesiaseeeseesssassseesseesssesassasssessessnsassssseesssmssssesesesssmmsssesees 2

1.3.1 Standard ODBJeCtiVes REPOTL..............c..cccocvuiviiiiiieeieeie ettt ettt sreenes 2
1.3.2 Individual Participant Data (Section I 0f the APR) ...............ccooeviiiiieciieiiiieeiieeee e 3
1.3.3 Participant List and Data Error Report (Section II 0f the APR)..............cccccoevveeiecieeiianieeeieeieennn 3
1.3.4 Review And SUBDMUIE PrOCESS.............ouuuee e 4

2 REGISTRATION FOR FIRST TIME USERS 5
2.1 SUCCESSFUL REGISTRATION .....cuiiiiiiiiiiteiieeeeeeeeiteeeeeeeseesesseeseeessessasaesseesssssassssssesesssssssssssesessssmnsssessesssssssssenees 7
2.2 UNSUCCESSFUL REGISTRATION ......ccitiuutiiiieeeiiiieeeeeeeeeeeiiteeeeeessesssseasseesssssassassseesssssssssssesesssssnssssessesssssssssenees 8

3 LOGGING IN TO THE SITE 9
3.1 FIRST TIME LOGIN....cutiiiiiiieiiieeieee ettt ettt e e ettt e e e e e eaaaae e e e e e e eesaaaaeeeeeesseaaaeeeeeesseesaaeeseeesssennnaranens 9
3.2 PRINUMBER CONFIRMATION .....coiiiiiiiiutereeeeeeiiitueeeeeeeeseiaaeeeseessssssssesesssssssisssesesssssesssssssessssmsssssseessssmmssssssees 11
3.3 FORGOT PASSWORD .....cooiiiiiiiiiieieee e e eeeieee e e e e eeeae e e e e e e e et e e e e e s eesaaateeeeeeeeesasaaeeeeeseesssaaseeeeseessraaseeeeessanranrees 11

4 NAVIGATING THROUGH THE SITE 12

5 SECTION II - RECORD STRUCTURE FOR PARTICIPANTS 15
5.1 GETTING STARTED WITH SECTION IL......cciiiiiiiiiiiiiiiiiiiiieiiee ettt eeete e e e e e eeaar e e e e e e eeeaaareeeaeeean 16

5.1.1 Continue Participant DAIQ ...................ccccciiviiiiiiiiiiiiiiiiiieieet ettt 18
5.1.2 Download Last Year’s Data t0 an EXCEL FTle.................oouueeeieieiiiieeeeeeeeeeeeeeeeeeeeeie 20
5.1.3 Upload an Excel File to the Web Data Entry FOFM .............cccccoeouimiiiniiiiiiiiteieeeeeseee e 21
5.14 Transfer Last Year’s Data to the Web Data FOFm ...............cc.ccccccoioiiiiiiiiiiiieieeeeeee e 22
5.1.5 Enter New PartiCipant DQEQ..............ccccccoouieviiiiiiiiiii ittt ettt 22
5.2 REVIEW PARTICIPANT LIST AND DATA ERROR REPORT (TABLE VIEW) SCREEN.......cceercvierrrerrieeieesreeeveenens 23
5.3 WEB DATA ENTRY SCREEN......cciitiitutttiteeiiiiitteeeeeeeeeiiitaeeeeeeeeesesasseeeseesissseseessessessrsseessessemsissesssessomsrsssesseessn 26
5.3.1 Duplicate Social Security NUMBErs (SSIN)........cocceiiiiiiiiiieieee ettt 27

6 STANDARDIZED OBJECTIVES REPORT 28

7 REVIEW AND SUBMIT (TIER 1) 29
7.1 REVIEW AND SUBMIT — STEP L.ttt ettt e e ettt e e e e e eeaaaar e e e e eeeeeaaaaaeeeeeseenaaareeeeeeean 31
7.2 REVIEW AND SUBMIT — STEP 2 COHORT COMPARISON REPORT ......uuvviiiiiiiiiiiiriieeeeeeeciireeeeeeeeeeirreeeeeeeeesarnneens 32
7.3 REVIEW AND SUBMIT — STEP 3 FUNDED RATE AND ELIGIBILITY STATUS .....uuvviiiieeieeiiireeeeeeeeeeeiinreeeeeeeeeennnees 34
7.4 REVIEW AND SUBMIT — STEP 4 CRITICAL FIELDS VERIFICATION REPORT .......cuvviiiiiiiiiiiiiieeeeeeeeiereeeeeeeeeinnes 40
7.5 REVIEW AND SUBMIT — STEP 5 ... ettt ettt e e e ettt e e e e e e et ae e e e e e e seenaaaseeeeeesssnnaaseeeeessenraaseeeeeesan 42
7.6 REVIEW AND SUBMIT — STEP O ....uuutiiiieee ettt eee e eeeeeeee e e e e e e eaaaaeeeeeeeseeaaaasteeesesesnsaaseeesesssssasseeessssennrnnseeeeeesan 44
7.7 REVIEW AND SUBMIT - APR SUBMITTED SCREEN.......cuuuuiiiiiiiiiitieiieeeeeiiiieeeeeeeeesesiasseeesesssssnssseessssssssnsseseesss 44

8 TIER 2 - SUBMISSION VERIFICATION REPORTS 46
8.1 MATCH TO PRIOR REPORT ......ccoiiiiiiiiiiiiiee ettt e et e e e e e e eataaa e e e e e e s eenaaaeeeeeessseaaaseeeeessennsaareeeeeeean 46
8.2 STUDENT COHORT YEAR REPORT ....uvvvviiiiiiiiiiiiieeeeeeeeetieeee e e e e eetaae e e e e e eeesaaaeeeeeeesenssaaseessessensssseeesessennanseeseeesan 48
8.3 COHORT COMPARISON REPORT (TIER 2).....uviiiiiiiieitieiietieieeteeeeesteesseesseesseessesssasssesssesssesseessesssesssssssessesssessses 49
8.4 FUNDED RATE AND ELIGIBILITY STATUS REPORT (TTER 2)..ccuuvieiuiieiiiienieeniiienieesieesieesieesveesteesseesseesseesnne 50
8.5 CRITICAL FIELDS REPORT (TTER 2) ...ieuuiiiiiieiiiieiiiiesteesiite st e st e st e st e siteesateesaaeessteesnseesateesnseesnsaesnseesnseesnsnennne 53
8.6 PRIOR EXPERIENCE (PE) POINTS REPORT (PDF) ....c.utitiiiieiiesiietieiieteeteeetesseesseeseensesssesnaessnesseenseansesnsenssesseens 57

SSS APR Website User Guide
February 2013

Computer Business Methods, Inc.



1 Overview

1.1 Introduction

The Federal TRIO Programs, within the Office of Postsecondary Education (OPE) at the United
States Department of Education (ED), has designed the Student Support Services Online Web
Tool so that grantees can prepare and submit the Annual Performance Report (APR) data.

1.2 Accessing the Site

The APR site is available at the following URL: https://trio.ed.gov/sss

An Internet browser is required to access, complete and submit the SSS APR. Netscape and
Internet Explorer (IE) are acceptable (and common) browsers that may be used to access the
SSS APR Web site.

The Home page (“Index” page) for the SSS APR Web site is shown below.

e —
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SSS Online
Program Year 2011-2012

Federal TRIO Programs

= >
Register Here 2 |mportant Dates

e Each 555 grantee must complete and submit this report by:
March 22, 2013.

) > Reminders:
Login to access your APR: (£}
e This ¥Web site contains links to the forms and instructions needed to

User ID: prepare and subrmit on-line the annual performance report for S55 for
program year 2011-12. Before accessing the Web site, you should
Paswiari: download, for your reference, an electronic copy or print @ hard copy of

the report using the link "2011-12 555 AFPR" above.

e YWWe strongly advise grantees to register on the site immediately so the
infarrmation is available when you are ready to begin your APR
submission and to avoid delays during the last week of submission.

Forgot Password?

e Al grantees must register for a userid and password each year in order
to protect the security of the annual performance report data. Register
by clicking on the "Hegister Here Each Year” link. As part of initial
registration, you must select and answer two security gquestions. You
will be required to provide responses to these gquestions should you

feed fo Use the Forgol Password NNK 10 Teceme a news, temparary |

password. In most cases, you will not have to call the Help Desk in the
event you have forgotten your password.

OME Approval MNo.: 1840-0525
Expiration Date: 8/31/2014

Begin Completing your Annual Performance Report (APR):

» To begin completing your APR, click on the
link to register.

» IMPORTANT:
< Four-year institutions: You must retain student records for a
petiod of six years from the tirme the student was first served.
o Two-year institutions: You must retain student records for a
period of four years from the time the student was first served.

1.3 Features of the Site

There are several features of the site. They are summarized below.

1.3.1 Standard Objectives Report

The information in this report was retrieved from the approved “Student Support Services
Program Profile” of the application package as provided by the project; Grantees will be able
to view the report when this tab is clicked.
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1.3.2 Individual Participant Data (Section Il of the APR)

The record structure for the participant list (Section II) contains 36 fields. The participant data
file must include all 36 fields in the same order as listed in Section II.

You must submit the participant list in either Excel or CSV format. Column names in the file
must match the "Database Column Names" provided in a downloadable document, accessible
through the Section II - Individual Record Structure hyperlink on the main Section II page of

the APR. The names and order of the columns must match the record structure outlined in the
Individual Record Structure document. The system will identify and inform you of any errors
in your record structure.

The Web application provides four options for starting the data submission process for Section
II:

e Download an Excel file of the 2010-11 SSS APR data; update the file and then upload
directly to the Web form.

e Upload an Excel/CSV file directly to the Web form. Please make sure that the file
uploaded accurately reflects the correct new field order and field names are spelled
correctly.

e Transfer certain data fields from the Tier 1A data file and update and add records online.

e Enter participant data directly into the Web form.

If you are unable to prepare an Excel (or CSV) file using your existing database, you have the
option of transferring last year’s data directly into the Web form or entering student data
directly into the Web form.

For security purposes, the participants’ social security numbers (SSNs) have been removed
from the Excel files with last year’s submitted data, which are available to download from the
site. You must enter each participant’s social security number before uploading the updated
file.

After successfully uploading, transferring, or entering participant data, the Table View screen
displays. It is sorted by Data Validation Error. You may click on the other column headings to
sort in a different order. The only column by which you may not sort is First Name.

1.3.3 Participant List and Data Error Report (Section Il of the APR)

Once the file is uploaded or the data are entered online, a participant report will be generated
that lists all of the participants on your data file. To view this report, you must be in Section II,
which is the window that displays the Table View. For each participant record with errors, the
report will display the specific data field(s) that require corrections.
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1.3.4 Review and Submit Process

The APR submission process includes a two-tiered system for evaluating the quality of the
participant data.

The first tier data checks include the following:

e Cohort Comparison Report. The purpose of this report is to ensure that no additional
students who were not part of the 2010-11 APR cohorts are added to the 2011-12 APR
cohorts as doing so may impact your prior experience points. This report compares the
number of students in your 2011-12 APR data file submission to that of the 2010-11
APR data by the Cohort year.

In addition, the Cohort Comparison Report provides information on:

(1) the number of students for whom you provided project services in 2011-12 that fall
outside the cohorts,

(2) new participants served in 2011-12, and

(3) new summer participants served in 2011-12.

e Funded Rate and Eligibility report. Provides information on the: (a) number and
percent of participants funded to serve and served and (b) number and percent of
participants served who were low-income and first-generation, students with disabilities
(including disabled students who were also low income), and if applicable, (c) number
and percent of all disabled students who were also low-income. If your funded rate is
below 100%, you will be asked to review the data file to determine if you correctly
updated the participant status field and/or included records for all participants served in
2011-12. You will also be given an opportunity to review the data and make the
necessary changes to your data file if you did not meet your funded numbers. If you
determine that the data file is correct, you will be asked to provide an explanation for the
low funded rate.

e Critical Fields report. Provides a percentage of participant records with “unknown/no
response” for nine data fields that we have determined are critical for analyzing project
and program outcomes. Since “unknown/no response” do not provide usable
information for data analysis, we are asking you to review fields for which 10% or more
of the records have “unknown/no response” and either correct (or update) the data or
provide an explanation as to why the data are not available.

You will be required to correct data errors in the participant data file and pass the first tier data
checks prior to submitting the APR.

After the initial submission of the APR, the second tier data checks compare the 2011-12
participant data with your 2010-11 data file. If you did not submit an acceptable participant
data file in 2010-11, you are excluded from these data quality checks.
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The second tier data checks include the following:

e Match to Prior report. Compares the participants on the 2011-12 APR with the 2010-11
data for your project to ensure that you have included the required participants on the 2011-
12 file. For 4-year institutions this includes all participants in the 2010-11 APR data file
with cohorts between 2006-07 and 2010-11. For 2-year institutions this includes all
participants in the 2010-11 data file with cohorts between 2008-09 and 2010-11. For those
participants for whom you are required to provide information and who are not included in
the 2011-12 will be displayed on the screen. You must add all the student records on this
report to the 2011-12 file and update the data fields for these participants.

e Student Cohort Year report. This report compares the data provided in field #21
(Student Cohort Year) of both your 2011-12 and 2010-11 APR data your project
submitted. Those participants on the 2011-12 data file whose student cohort year (field
#21) is different from the 2010-11 data are displayed on the screen. Please note that
once the cohort year has been established you are not allowed to change it.

2011-12 Prior Experience (PE) Points report. New in 2011-12 is the Prior Experience (PE)
Points Report. After you successfully submit your APR, the system will generate a report that
shows the Prior Experience (PE) points earned for the 2011-12 reporting (assessment year).
Your PE points are calculated using the student-level data you submit via the online system for
reporting period 2011-12 and are based on your project’s approved objectives. The Department
will not accept any changes to the project’s 2011-12 data once you have completed the
submissions of your 2011-12 APR.

The APR will not be accepted until the participant data file passes both the Tier 1 and Tier
2 edits.

2 Registration for First Time Users

Grantees are required to register on the site before receiving their userid and password. An
overview of the registration process follows. Note: Even if you registered last year, you must
register again in order to access the 2011-2012 APR Website.

Registration Online. In order to receive a userid and temporary password, grantees must
register online via the Register Here Each Year link provided on the index page of the APR
Website. To register, grantees must provide the first and last name of the director, along with
the e-mail address and the PR number and choose the security questions and answers which will
be used in the ‘Forgot Password’ feature of the web site.

Verification Process. If the director’s last name and e-mail address match what ED has on file,
a user name and temporary password will be e-mailed to the director’s e-mail address. Upon
receipt of the e-mail containing the userid and temporary password, grantees can return to the
APR site and login.
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If the project information does not match what ED has on file, a request for verification will
be sent to the program specialist and the help desk. Please note that even long running projects
may fail the registration process due to incorrect names and/or e-mail addresses on file (for
example, the director e-mail address has changed or is misspelled).

Upon receipt of the verification request, the program specialist must verify the identity of the
director and forward a response to the help desk within 72 hours.

Upon receiving verification from the program officer, Help Desk staff will update the
director’s information in the system and notify the grantee to return to the site to register for a
userid and temporary password.

To register, click on the Register Here Each Year link on the left-hand side of the index page of
the SSS APR Web site. The User Registration page is shown below. Enter all of the
requested information then click on the “Submif” button.

@ SSS Online

Federal TRIO Programs

Report Problem | Email Help Desk | S8S APR | 555 APR Well

User Registration
To receive your userid and password:

Please complete the required information and submit the form below. Upan verification, your login
information will be e-mailed to the Project Director at the e-mail address we have on file. Further
login instructions will be provided in the e-mail.

If you do not have the project information or we are unable to verify it:
An e-mail will be sent to your Program Specialist for assistance in verifying your project

information. ¥ou should receive a response within 24 hours. Please wait 24 hours before
contacting the help desk about registration verification issues.

PR Mumber®

Director's E-mail
Address™

Director's First Mame™®
Director's Last Marme™

Security Questions™

-- Select one -- bt
Answer:
-- Select one - v
Answer:
[ Subrmit H Reset ][ Cancel ]
*Required fields.
Report Problem | Email Help Desk | SS5 APR | S55 APR Wekly
I
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2.1 Successful Registration

If the director’s information passes the validation process, the following screen displays,
notifying you that the userid and temporary password have been sent to the director:

SSS Online
Program Year 2011-2012

Federal TRIO Programs

Register Here > Important Dates

e Each S55 grantee must complete and submit this report by:
March 22, 2013.

, > Reminders:
Login to access your APR; ()

¢ This Web site contains links to the farms and instructions needed to
prepare and submit on-line the annual performance repaort for 335 for
prograrm year 2011-12. Befare accessing the Yyeb site, you should
download, for your reference, an electronic copy or print a hard copy of
the report using the link "2011-12 353 APR" above.

Your user id and password
have been e-mailed to the
prograrm director's e-rmail
account we have on file.

« WWe strongly advise grantees to register on the site immediately so the
information is available when vou are ready to begin your APR
submission and to avoid delays during the last week of submission.

User ID:

Password:
B « All grantees must register for a userid and password each year in order
to protect the security of the annual performance report data. Register
by clicking on the "Register Here Each Year” link. As part of initial
registration, you must select and answer two security questions. You
will be required to provide responses to these questions should you

need to use the Forgot Password link to receive a new, termporary
password. Inrmost cases, you will not have to call the Help Desk in the

OMB APPVUW Mo.: 1840-0525 event you have forgotten your password.
Expiration Date: 8/31/2014

Begin Completing your Annual Performance Report (APR):

s To begin completing your APR, click on the
link to register.

+ IMPORTANT:
o Fouryear institutions: You must retain student recards for a
period of six years from the time the student was first served.
o Two-year institutions: You must retain student records for a
period of four years from the time the student was first served.

e —
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2.2 Unsuccessful Registration

If the information you provided does not pass the validations, the following screen displays:

Director's information provided does not match the records in the system.
Registration Failed

The information you entered on the project director does not match the information on file. The
infarmation on file may nat reflect recent changes in the praject director andfor e-mail address. An

e-mail will be sent to your pragram specialist requesting verification of the information you
submitted.

Upon verification fram your prograr specialist, the Help Desk will contact you using the e-mail
address you provide below. Please allow 24 hours for verification and a response.

You rnay contact the for further assistance but keep in mind that we can not
disclose usermarme and passwords over the phane ot without further verification from your Pragram
Specialist.

If you are a new project director, you must contact your prograrm specialist in addition ta
submitting the form below.

Please enter the following contact information and then click on "Submit" button to process the
verification request with your Program Specialist.

CR

If you want to go back and try again, click the "Ga back to registration farm" buttan.

Director's First Mame™
Director's Last Marne™

Are you a new director?™ (O yes @ ha
Do you have a new e-mail - () yag @ No
address?™

Provide your current e-mail
address™

Director's Phone Murmber: e o :992.995.9959

ext.

[ Submit l [ Go back to registration form ]

SSS APR Website User Guide 8 Computer Business Methods, Inc.
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SSS Online
Program Year 2011-2012

Federal TRIO Programs

Register Here > |mportant Dates

o Each SSS grantee must complete and submit this report by:
March 22, 2013.

> Reminders:

Login to access your APR: (&}

¢ This Web site containg links to the forms and instructions needed to
prepare and submit an-line the annual pedarmance report for S35 for
program year 2011-12. Before accessing the Web site, you should
download, for your reference, an electronic copy or print a hard copy of
the report using the link "2011-12 555 APR" above.

An e-mail requesting
verification of the registration
infarmation provided for your
institution has been sent to the

ity o We strongly advise grantees to register on the site immediately so the
information is available when you are ready to begin your APR
User ID: submission and to avoid delays during the last week of submission,

Password: o All grantees must register for a usend and password each year in order,
' to protect the security of the annual performance report data. Register
by clicking on the "Register Here Each Year” link. As part of initial
registration, you must select and answer two security guestions. You

will be required to provide responses to these questions should you

need to use the Forgot Password link to receive a new, ternporary

password. In most cases, you will not have to call the Help Desk in thd

event you have forgotten your password.
OMB Approval Mo, 1840-0525

Expiration Date: 8/31/2014 Begin Completing your Annual Performance Report (APR):

e To begin completing your AFPR, click on the
link to register.

o IMPORTANT:
o Four-year institutions: You must retain student records for a
period of six years from the time the student was first served.
o Two-year institutions: You must retain student records for a
period of four years from the time the student was first served.

3 Logging in to the Site

3.1 First Time Login

After you receive the userid and temporary password, enter this information on the index page. You will
be taken to the First Time Login page, which displays below:

SSS APR Website User Guide 9 Computer Business Methods, Inc.
February 2013



§SS Online

Federsl TRIO Programs Report Problem | Email Help Desk | $SS Instructions | SSS APR Web Site Us|

First Time Login

You are required to change your password the first time you log into the system. After you change
‘your passwaord, you will need to login with your new password. The password must be at least
eight characters, and include combinations of the following:

+ at least one English uppercase character (A-Z)

+ at least one English lowercase character (a-z)

+ at least one numeric number (0-9)

+ atleast one non-alphanumeric special character (e.g.- . @ # 5. & * %. /. +,-)

The email address provided below will be used to verify your identity in the “Forgot Password™
feature of the website

PRAO Number PO42A050018
Temporary Password* |

New Password *
Confirm Password"

E-mail Address®

First Name*
Last Name*

Rt | owed
“Required fields.

Report Problem | Email Help Desk | $5S Instructions | SSS APR Web Site Us|

Enter the temporary password provided to you, then enter a new password. Any new password
you enter must be at least eight characters, and include the special characters listed on the First
Time Login page. Enter the new password once again, along with the other requested
information, and click on the “Submit” button. You will be redirected to the index page, where
you will enter the userid and the new password you selected. The screen will be displayed as
follows:

@ SSS Online

Federal TRIO Programs Report Problem | Email Help Desk | SSS APR | S5S APR Web Site Use]

Password was successfully changed
Warning

You are about to access a United States government computer network intended for
authorized users only and should have no expectation of privacy in your use of this
network. Use of this network constitutes consent to monitoring, retrieval, and disclosure of
any information stored within the network for any purpose including criminal prosecution.
The information system that you use may be monitored, recorded and subject to audit. Use
of this information system indi to itoring, r ling and appropriate
privacy and security notices (hased on associated privacy and security policies or
summaries). Unauthorized use is prohibited and subject to criminal and civil penalties.

Report Problem | Email Help Desk | 555 APR | 555 APR Web Site Use]
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If an incorrect userid and password combination are entered, you will be redirected to the index
page and an error message will be displayed.

3.2 PR Number Confirmation

If the userid and password are entered successfully, the PR Number Confirmation page
displays:

@ SSS Online

Federal TRIO Programs Report Problem | Heed Help? | $55 Instructions
PR Number Confirmation

Please verify the information displaved below

Ifthis is NOT your inslitution's infarmation, click the Back button and enter the correct PR Mumber.

Ifthis IS your institution's information, click the Gontinue button.

Institution/Campus PR Mumber: pOdZaypxss
Name of InstituioniCampus: 5§55 Test Grantee 8

Continue

Verify that the PR number is correct. If it is not the correct PR number for your institution,
click the “Cancel” button to log out and return to the index page. If it is correct, click on the
“Continue” button.

3.3 Forgot Password

If you forget your password after you have logged in and changed your password from the
temporary one issued to you, you may click on the Forgot Password? hyperlink on the index
page. Projects may now reset their password without having to call the TRIO Helpdesk for
assistance. Upon registering, projects will be prompted to provide answers to two self-selected
security questions. These security questions will need to be answered if a project forgets their
password in order to have your password e-mailed to you. The following page displays:

|
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@ SSS Online

Federal TRIO Programs Report Problem | Email Help Desk | S5S APR | SSS APR Web Site Usd
Forgot Password

You must register for a new userid and passward each year. If you have registered this year,
please enter the following information. If all the information provided matches with our records, your
password will be e-mailed to you shortly. If you need further assistance in obtaining your
password, please contact the TRIO Help Desk by e-mail or call (FO3)
B46-5245.

Mote: If this is the first time you entered the 555 website for the current APR cycle and you do
not know your password, please go to the page

PR Nurmber

E-rnail Address™ ‘

First Mame™ ‘

Last Mame™ ‘

Subrnit ‘ Reset ‘ Go to login screen

*Required fields

Report Problem | Email Help Desk | SSS APR | 555 APR Web Site Usd

Once you enter the information in the above screen and click ‘Submit’, the following screen
appears. You have to enter the answers for the Security questions.

SSS Online

Federal TRI Programs Report Problem | Email Help Desk | 55 APR | SSS APR Web Site Us
Forgot Password

¥ou must register for a new userid and password each year. If you have registered this year,
please enter the following infarmation. If all the information provided matches with our records, your
password will be e-mailed to you shortly. If you need further assistance in obtaining your
password, please contact the TRIO Help Desk by e-mail or call 703}
B846-6248

Mote: If this is the first time you entered the S55 website for the current APR cycle and you do
not know your password, please go to the page.

PR Number* PO42A100534

E-mail Address™ [ias1@CSLANET CALSTATELA EDU

First Mame™ ‘JDE
Last Mame™ ‘Smith
Security Questions™
\ =
Answer: ‘
\ =
Answer: ‘

Subrnit Reset | Go to login screen |

4 Navigating through the Site

Upon entering the site, the Section I — Project Identification, Certification and Warning and
Project Required Services page shown will be displayed:
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Save and go to ned seclion Resal

Section |, Part 1 - Project ldentification/Characteristics/CertificationWarmings

Fields marked with an astensk ™ are required,

A, Project ldentification:
1. PRA&ward Number,
2. Type of Instiution:
3 Project Type

4. Reporting Penod 03012010 - DEF1E011
5. GPA Scale:” Select One ¥
6. Narne of Grantes [nstitution
7. Addrass:” Campus:
Strest.
City:"

State:™ Selact one: ¥ zip

B. Project Director and Data Entry Person Information
8. Project Director Information (pre-populated):
Ha. Name of Project Director
First Mame:* Wil Last Marne:"
Joe Smith
8hb. Telephone Number, *

e Sanasassss exl
Be. Fax Number

e oERasasss  exl

Bd. Email Address: ju@_gm;ij@u1h edu

9. Data Enfry Person Information:
Ha, Mame of Data Entry Person:

First Mame.™ [} Last Mame: ™

test est?
3b. Teléphone Number: * 059090 5550 op SERsREIE  BXt
G, Email Address® test2gicbmiweb.com

C. Project Characteristics

10a, Has a Summer Bridge Program?™ ) Yes O Ne
10b. If yes in field #10a, number of summer bridge paticipants served: 3

10¢. Used Federal grant funds to pravde Grant Aid?™ O Yes {® No
10d, Required 1o provide matching funds for Grant Aid?™ i Yes ® Mo
10e. If yes in field #10d, please enter the dollar amaunt for the reporting penod: 3 oo

10f Recemed mstitutional or other non-federal funds? O fes (@ Mo
10g. If yes in field #106, please enter the dollar amount for the reporting penod: (3 00
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Section |, Parl 2—Project Required Sernvices

Humber of participants ~ Number of participants
Reqguired Semvices receiving service that was  referred to another
provided by project ) service provider J)

Academic Tutoring 2 2
Adwce and assistance in posisecondary course selechion 3 3
Edecationfcounsaling to mprove financial and ecanomic [eracy 4 4
Infarmation in applying for Fedaral Student Aid b 5
Aszistance in completing and applying for Federal Student Aid B 4]

Assistance in applying for admisgion to Graduate Schoal and
obtaining Federal student aid

-4
Y]

Hote: In order to cerify that the information reported and submitted electronically is readily verifiable and is
accurate and complete, the project director and cerifying official for the grantee institution’agency are
required to sign and date Section | of the 201112 Annual Pedformance Report (APR). After completing the APR
online, you must print a hard copy of the completed report and obtain the required signatures. After the report
has been signed by both the director and centifing official, you must fax the signed Section | only of the APR

1o the following fax number; {[703) B32-1360. Please do not fax a copy of the entire report, A hard copy of the

entire report with the required signatures must be maintained in your project files.

Please review the information in this section for accuracy and make needed changes before proceeding to the
next section of the report form.

| have verified the information in this section.

Save and go bo nead sackion Fresat

To navigate between sections I, II, Standardized Objectives Report or the Review and Submit of
the APR, click on the individual tabs at the top of the screen titled accordingly. The section
name highlighted in light blue is the current Section. All other sections will have a dark blue
background.

The grantee’s PR/Award number and name are displayed on the upper left side of the screen.

On the upper right-hand side of the screen are five hyperlinks:

= The Report Problem link allows grantees to report a specific problem with the site to
the Help Desk;

= The E-mail Help Desk allows grantees to generate an e-mail message to the Help Desk
requesting assistance;

= The SSS Instructions link takes grantees to the Department of Education (ED) site’s
Student Support Services page where the APR instructions and participant record
structure can be found.

= The SSS APR Web Site User Guide allows the grantees to download a copy of the user
guide.
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*= The Log Out link logs the grantee off the application and returns to the index page.

These links are also provided at the bottom of the screen, as are the Section tabs.
Once you have completed a section, click on the “Save and go to the next section” button. All
sections have validation edits for certain fields that will prevent users from submitting their file

if a response is not provided.

The “Reset” button will erase any unsaved values entered.

5 Section II — Record Structure for Participants

The SSS Online Data Collection Tool assists grantees in submitting the required information on
current and prior participants served during the project year. To access Section II, click on the
Section II tab at the top of the screen to go to the main screen.

When Section II tab is clicked, the following screen displays as follows.

Section Il - Record Structure for Individual Participants

Student Support Services Participant Data Collection System

Each S35 grantee is required to submit annually detailed information on each participant served by the project during the
project year being reported and provide updated information on prior year participants. Beginning with the 2010-11 APR
reporting period, projects were required to include, on their APR data files, all of the patticipants that were served in the
timeframe needed to calculate prior experience (PE) points. Therefore,

e dyear institutions must retain student records for a period six years, which means that in addition to new
participants served in 2011-12, grantees must include all project participants whose student cohort year is between
2006-07 and 2010-11.

e Z.year institutions grantees must retain student records for a period of four years, which means that in addition to
new participants served in 2011-12, grantees must include all project participants whose student cohort year is
between 2008-09 and 2010-11.

You may also download the and the

docurnent for complete details on the reporting reguirements.

Getting Started

To beginfcontinue the participant data collection process, click on the "Getting Started” button.

Getting Started

m ECTRGLN Il Standardized Objectives Report | Review & Submit
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Grantees should have both the SSS APR instructions and the Record Structure document in
front of them before beginning this section. Both documents are available via the hyperlinks (in
blue) on the Section II page.

Beginning with the 2010-11 APR reporting period, projects were required to include, on their
APR data files, all of the participants that were served in the timeframe needed to calculate prior
experience (PE) points. Therefore,

e 4-year institutions must retain student records for a period six years, which means that
in addition to new participants served in 2011-12, grantees must include all project
participants whose student cohort year is between 2006-07 and 2010-11.

e 2-year institutions grantees must retain student records for a period of four years,
which means that in addition to new participants served in 2011-12, grantees must
include all project participants whose student cohort year is between 2008-09 and 2010-
11.

5.1 Getting Started with Section Il

e Click on the “Getting Started”’ button to begin or continue with the participant data
collection process.

The Section Il — Record Structure for Individual Participants Getting Started screen displays:

Section Il - Record Structure for Individual Participants

Getting Started

The web-bazed online data collection systerm contains four options for starting your data submission process:

an Excel file of the 2010-11 355 APR data file.
an Excel/C3Y file directly to the Web form.
last year's data submission to the VWeb form and update and add records anline.
directly into the Web form.

Download Last Year's Data to an Excel File

You may obtain last year's data in an Excel spreadshest for editing on your desktop.

Once you have completed the paricipant data file you must save the file as an Excel spreadsheet or a comma delimited
format with "csw™ extension, then upload the file using the "Upload an Excel File to the Web Data Entry Form" function.

By clicking on the "Download Data" button the system will generate the participants’ data file frorn the 2010-11 APR data file
and this screen will be refreshed to show a link to this data file.

We highly recommend that you download last year's file because you may need this file to ensure that all of the records that
need to be on your 2011-12 APR data file are on the file.

Dovimload Data

Upload an Excel File to the Web Data Entry Form

Prior to uploading your file, werify that the file has the correct number and sequence of fields and that the correct
additions/delations of fields were made as specified in SECTION | RECORD STRUCTURE FOR PARTICIFANTS (ie., a
walid upload file should have 36 columns).

|
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Please use the Browse button to select the file or type the file name and directory path in the box below. The participant data
file must be in an Excel spreadshest or a comma delimited format with “csv™ extension. Then click an the "Upload File”
hutton to proceed.

File to Upload

Transfer Last Year's Data to the Web Form

The 2010-11 Participant Data submitted last year is available. To transfer last year's data to the web data entry form for
online data entry, click the "Transfer Data" button.

Please note: Last year's data may contain errors which the web tool will display. You will be required to correct all errors
prior to submitting.

Transfer Data

Enter Mew Participant Data

You may enter the individual participant data directly on the web data entry form. Click the "Add Mew" buttan.

The participants’ First and Last Mame, DOB, 53N, and Student Cohaort Year must be the same as those that appear in the
2010-11 555 APR.

|
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The four options for starting the submission process are:

= Download an Excel file of the 2010-11 SSS APR data file; update the file and then
upload the file directly to the Web form.

= Upload an Excel/CSYV file directly to the Web form.
= Transfer last year’s data submission to the Web form and update/add records online.

= Enter Participant Data directly into the Web form.

Note: The participant social security numbers (SSNs) have been removed from the Excel files
containing last year’s data. This has been done for security purposes to better protect the
personal information contained on the data file and prevents inadvertent misuse of information
provided by the Department. However, the participant data file you prepare for the 2009-10
APR and upload should include the SSNs of all participants, as this is the primary identifier
used to match participant records across project years.

Once the file has been downloaded, you will then need to update the prior year’s data and if
required add records for new participants. After revising the file, you will then return to the
Web site and upload it as an Excel spreadsheet or CSV file.

If you are unable to prepare an Excel (or CSV) file using your existing database, you have the
option of transferring last year’s data directly to the Web form for updating or entering the
participant data directly into the Web form.

5.1.1 Continue Participant Data

The system detects whether you have already begun the data collection process and provides
you with the additional option to Continue. If this is the case, after clicking on the “Getting
Started’” button on the main Section II page, you have the option of continuing with your data,
or you can use any of the other options (e.g., download, upload, etc.) available. Please note that
the Continue option only appears after logging back in, that is, after initially beginning work on
the data and logging out of the system.

Please see below for a sample screen showing the Continue option:

|
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Section Il - Record Structure for Individual Participants

Getting Started
The web-based anline data collection system contains four options for starting your data submission process:

an Excel file of the 2010-11 555 APR data file.
an Excel/CEY file directly to the Web form.
last year's data subrnission to the Web form and update and add records anline.
directly inta the Web form.

Continue Participant Data

DOur records indicate that you started the paricipant data collection process. To continue working on your patticipant data,
click the "Continue” button.

Download Last Year's Data to an Excel File

Yfou may obtain last year's data in an Excel spreadsheet for editing on your desktop.

Once you have completed the participant data file you rmust save the file as an Excel spreadshest or a comma delimited
format with “esw™ extension, then upload the file using the "Upload an Excel File to the Web Data Entry Form” function.

By clicking on the "Download Data" button the systern will generate the participants’ data file from the 2010-11 APR data file
and this screen will be refreshed to show a link to this data file.

We highly recommend that you download last years file because you may need this file to ensure that all of the records that
need ta be on your 2011-12 APR data file are an the file.

Upload an Excel File to the Web Data Entry Form

Prior to uploading your file, verify that the file has the correct number and sequence of fields and that the correct
additions/deletions of fields were made as specified in SECTION Il RECORD STRUCTURE FOR PARTICIPANTS (e, a
valid upload file should have 35 columns).

Please use the Browse button to select the file or type the file name and directory path in the box below. The participant data

file must be in an Excel spreadsheet or a comma delimited format with "csv™ extension. Then click on the "Upload File"
button to proceed.

File to Upload

Transfer Last Year's Data to the Web Form

The 2010-11 Participant Data submitted last year is available. To transfer last year's data to the web data entry form for
online data entry, click the "Transfer Data" button.

Please note: Last year's data may contain errors which the web tool will display. ¥You will be required to correct all errors
prior to submitting.

Transfer Data

Enter New Participant Data

‘fou may enter the individual participant data directly on the web data entry form. Click the "Add Mew" button.

The participants' First and Last Mame, DOB, 35M, and Student Cohort Year must be the same as those that appear in the
2010-11 355 APR.

|
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To continue working on your participant file, click on the “Continue” button to proceed to the
Section II - Record Structure for Individual Participants Review Participant List and
Data Error Report (Table View) screen. See Section 5.2 of this document for further
information on this screen.

5.1.2 Download Last Year’s Data to an Excel File

This option allows you to download last year’s data as an Excel file for updating offline -- either
as an Excel file or by importing into an existing database application (e.g., ACCESS).

This file will include the fields required by the 2011-12 APR. Grantees that did not submit an
APR for 2010-11, can download an Excel spreadsheet template with column headers. To
download last year’s data file, click on the “Download Data” button. A blue hyperlink file
(example: P042AYYXXS9 2010 11.xls) will appear on the screen. To open the file, click on
the hyperlink.

To save the file to your desktop, right click using your mouse and select the “Save Target As”
option as shown below. Select a location on your desktop (e.g., My Documents) to save the
file.

Each S55 grantee is required to submit annually detailed information on each participant served by the project during the
project year being reported and provide updated information on prior year participants. Beginning with the 2010-11 APR
reporting period, projects were reguired to include, on their APR data files, all of the participants that were served in the
timefrarne needed to calculate prior experience (PE) points. Therefore,

+ d.year institutions must retain student records for 2 period six years, which means that in addition to new
participants served in 2011-12, grantees must include all project participants whose student cohart year is between
2006-07 and 2010-11.

+ 2.year institutions grantees must retain student records for a period of four years, which means that in addition to
new participants served in 2011-12, grantees must include all project patticipants whose student cohort year is
between 2003-09 and 2010-11.

You may also download the and the

document for complete details on the reporting requirements.

Getting Started

Tao begin/continue the participant data collection process, click on the "Getting Started” button.

Getting Started

You can then open the file on your desktop using Excel and update the data. Once you have
updated the information, return to this page and select the “Upload” option to continue with the
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APR submission. Alternatively, you can click on the file name hyperlink to open it, and then
save it to your desktop.

5.1.3 Upload an Excel File to the Web Data Entry Form

This option allows you to upload the 2011-12 file in an Excel spreadsheet format or as a CSV
file. A CSV file is a comma delimited text file in which each field is separated by a comma.
Most databases can covert a file to either CSV format or as an Excel spreadsheet. Instructions
for creating a CSV file are available via the What is a CSV file? hyperlink on the page.

To upload a file, use the “Browse” button to select the location (on your desktop) of the file you
want to upload. This function works like the File-Open command used when opening a
Microsoft Office document. After selecting the file to upload, click on the “Open” button. The
file name and path will be displayed on the screen. Click on the “Upload File” button to
proceed.

An uploaded Excel file should contain all 36 fields required by the APR, in the order specified.
New grantees should follow the order specified with the column names as outlined on the
record structure document. If the file you uploaded meets these requirements, you will proceed
to the Review Participant List and Data Error Report (Table View) screen. See this
document’s Section 5.2 for further information on this screen.

If your file does not meet these requirements, a screen displays, similar to the following,
outlining where the problems with your file occurred:

T@ SSS Online
Federel TRIC Programs Report Problem | Email Help Desk | $55 APR | $55 APR Web Site User Guide
m Standardized Objectives Report lf Review & Submit

PR/Award Number: P042A100025
Name of Grantee:  Graceland University

The fallowing error occurred while trying to process your request
Please fix the problem below by clicking the Go Back button at hottom.

The upload file must have 35 colurmns of recipients data. There is 35 columns in your upload file
Please update the data file and try again.

Go Badk
m Standardized Objectives Report lf Review & Submit

Report Problem | Email Help Desk | S55 APR | SS5 APR Web Site User Guide

Click on the “Go Back” button to return to the Getting Started screen. You must correct any
errors displayed on this screen before proceeding. Return to your spreadsheet (or other
application) and correct any errors, then return to the Section II — Getting Started screen to
continue with the upload process.
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5.1.4 Transfer Last Year’s Data to the Web Data Form

The 2010-11 Participant Data submitted last year is available. To transfer last year's data to the
web data entry form for online data entry, click the "Transfer Data" button.

Last year's data may contain errors which the web tool will display. You will be required to
correct all errors prior to submitting.

Click on the “Transfer Data” button to proceed to the Review Participant List and Data
Error Report (Table View) screen. See this document’s Section 5.2 for further information
about his screen.

5.1.5 Enter New Participant Data

This option allows you to enter participant data directly on the Web form. Click on the “Add
New” button to proceed to the Web form as shown below. The participants’ First and Last
Name, DOB, SSN, and Student Cohort Year must be the same as those that appear in the Tier
1A file. If you are a newly funded project, please disregard these instructions.

Personal Tah Enrollment Tab ﬁ;z;’;;‘éﬁg:%gif Financial Aid Tah
Fields 115 Fields 16 23 e Fields 35 & 36
Fields 2434

gg:i:':ipant Name: Error Description
1. PRAAward Mumber: PO424101184
2. Batch Year 201
3. Social Security Mumber: Q
4. Last Mame: o
5. First Mame: Q
6. Middle Initial:
7. Date of Birth: MMoDcCry) @
8. Gender: Select One hd
9. Hispanic: Select One v | @
10, AmindAk: Select One v | @
11. Asian: Select One v | @
12. BlackAfrAm: Select One v | O
13. White: Select One v | O
14. HIPaclsindr: Select One v | O
15. Eligibility: Select One b

Save | Delete | Resat | Back to Tahle\."iew|

Click "Save" before moving to another participant record.

See Section 5.3 below for further information about this screen.
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5.2 Review Participant List and Data Error Report (Table View) Screen

Grantees who selected the Continue, Upload, or Transfer options on the Getting Started
screen will proceed to the Table View screen shown below. This screen lists the participants in
the file, the total number of participants in the file, any formatting or value errors, any data
validation errors, and provides a printable report of those errors.

ion Il - Record Structure for Individual Parti

Review Participant List and Data Error Report (Table View)

Use the search feature below to search for a patticipant by first name, last name andfor SSN. To return to the Table View with a
list of all students, click on the Display all Students button.

First HName Last Name SSH

Search

The following table is a complete listing of your project’s patticipant records that have been uploaded, transferred, entered into
this Web application and/or added to the list. If this is the first time you have accessed this screen, we advise you to click here
to

<< Prev Page |1 “|of13 (=1

Table View - Total Number of Participants: 319

First Name ~ SSN 2 pecord  potete
3 1828 %
3 2122 %
3 2122 %
3 2122 %
M 21,22 r
34 212 x
34 222 %
M 21,22 r
34 212 x
34 212 %
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34 2122 x
34 21,22 x
34 21,22 x
34 21,22 x
34 2122 F
34 2122 F
34 2122 F
34 2122 F
34 2122 F
34 2122 F
34 2122 F
34 2122 x
34 2122 x
34 2122 x

<< Prey Page |1 ¥ |af13 Add Participant

If you have made changes to the participants' data on the web application, at anytime you may obtain a downloadable file to edit
offline and re-upload the data file by returning to the "Section Il - Getting Started”. By clicking on the "Download Paricipant Data”
buttan the system will generate a current participants’ data file and this screen will be refreshed to show a link to this data file.

ownload Participant Data

Navigational Instructions and Data Error Information

Search for Particinant Record
Use the search feature to search for a paricipant by first name, last name and/or SSN. To return to the Table View (list of all
students), click on the Display all Students button.

You have the following options when editing the participant errors:

If you uploaded or transferred your file, you may edit your data offline and re-upload the data file by returning to

To identify the paﬁicipant records with errors, you will need to scroll through several Web pages (each page displays 25

records).

« You may click on the "printable version” hyperlink to print the complete participant list to view which records have data
errars).

« Youmay also sort on "lnvalid Format®alue Errar or Data Validation Error” by clicking on the column title hyperlinks.

Or you may edit the data directly on the Web application:

You may click the Last MName hyperlink to edit participant data or correct data errors.

You may click the "®" image in the "Delete” column to delete a participant data recard.

You may click the "Add Participant” button to add a new participant data record.

You ray sort by Last Name, Invalid FarmatA/alue Error, Data Walidation Error, Message, or Record Mumber by clicking
on the column title hyperlinks.

bl

If you have a large number of participant records with errors, we recommend correcting the data offiine and uploading a corrected
file.

This report also displays three types of errors: (1) invalid data formativalues, (2) data validation errors, and (3) soft check
validation error (Message). You must correct all the data errors in (1) invalid data formatfvalues and (2) data validation errors
befare you will be able to submit the APR.

¢ Aninvalid formatfvalue error occurs when the data field(s) for the participant record includes a value(s) other than one of

the "Walid Field Content” options provided in column 4 of Section lI—Record Structure for Participant List of the APR. To

correct these types of errors online, click on the Last Name hyperlink to view an individual record and then enter a valid

farrnatfvalue in the identified data field(s).

A data validation error identifies conflicting data provided in two or more data fields, By clicking on the Last Name

hyperlink to view the individual record, you will see an error message that explaing the error. You may then correct the

data anline.

o A soft check validation error (Message) is similar to data walidation error, but the system does not require you to correct
the error before APR submission. However, for data quality purposes, it is strongly recommended that error is resolved,

If you uploaded participant data, the Record Mumber column will display the recard numbers in your upload file for each individual
participant record. The record numbers will help you to find the records with errars easily if you want to correct errors offline.
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Twenty-five records display on each screen. To view additional students, click on the Prev or
Next links on the right corner of the screen.

The Table View screen is sorted by Data Validation Error. You may click on the other column
headings to sort in a different order. The only columns by which you may not sort are First
Name.

To view a participant’s record, click on the Last Name hyperlink. This will direct you to the
Web form where you can begin to either enter new information or update the participant record.

To delete a participant record, in the Table View screen, click on the “%” image in the “Delete”
column for that participant.

To delete a participant record from the individual participant screen (web form), click on the
“Delete” button located next to the SAVE button on the bottom of the screen.

To add a participant record in the Table View screen, click on the “Add Participant” button at
the bottom of the screen. This will direct you to the Web form where you can begin to enter
information for the participant. See Section 6.3 of this document for further instructions about
the participant data Web form.

To search a participant by last name, first name or SSN, enter the name/SSN and click on ‘Search’
button. If you want to see all the students on the screen, click on ‘Display all Students’ button.

To generate a printable report of the errors on the file, click on the Printable Version — Participant List
Report link on the right side of the screen.

The screen displays three types of errors: (1) invalid data format/values; (2) data validation
errors; and (3) soft check validation errors (Message). With the exception of the soft check
validation errors, you must correct invalid data format/values and data validation errors before
you will be able to submit the APR. The number in the column represents the field that
contains the error.

e An invalid format/value error occurs when the data field(s) for the participant record
includes a value(s) other than one of the “Valid Field Content” options provided in
column 4 of Section III of the APR. To correct these types of errors online, you may
click on the Last Name hyperlink and then enter a valid option or text, if applicable, in
the identified data field(s).

e A data validation error identifies data fields that are in conflict with data you provided in
another data field. By clicking on the Last Name hyperlink, you will see an error
message that explains the error. This message will appear in red below the participant’s
SSN. You may then correct the data online.

e A soft check validation error represents validations that should be checked for accuracy;
the data, however, may be correct. If correct, the data would not need to be changed.

.
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If there are a large number of participant records with errors, grantees can correct the data
offline and upload a corrected file. To obtain a download of the file, which will contain any
updates the grantee has entered, click on the “Download Participant Data” button under the
participant list. After editing the data offline, grantees should return to the Section II — Getting
Started screen to upload the revised file. See Section 5.1.3 for further instructions on
uploading a file.

Grantees viewing the screen for the first time should click on the See more navigational
instructions and information about data errors hyperlink at the top of the page. This link will

provide you with valuable information about navigating the site.

Grantees can click on the Back to Top hyperlink to return to the top of the page and edit
participant records.

5.3 Web Data Entry Screen

Grantees can access the Web data entry screen by:

= Selecting “Add New” on the Section II - Getting Started screen.
= (Clicking on the Last Name hyperlink for a participant (on the Table View screen).

The screen is shown below.

SSS Online

Federal TRIG Progroms Reinrl Problem | Email Heli Desk | SS5 APR | S55 APR Web Site User Guidd
PR/Award Number: P042A101184
Name of Grantee: University of Texas’ Brownsville and Texas Southmost College

You may enter or update the individual participant data in the web form below. If this is the first time you have accessed this screen, we

advise you to click here to

Click on the "Back to Table Wiew" button to return to the paricipant list

Personal Tah Enrollment Tah ﬁ;:;‘;::::g:gﬁf Financial Aid Tab
Fields 1-15 Fields 1623 i Fields 35 & 36
Fields 24-34
;amupam Name: Error Description

1. PRAAward Mumber: PO424101164

2. Batch Year: 2011

3. Social Security Mumber: Q

4. Last Mame Q

f. First Mare: o

B. Middle Initial:

7. Date of Birth: MM/DD/Co @

8. Gender: Select One v

9. Hispanic: Select One || @

10, Aminda: Select One v | @

11. Asian Select One ~| O

12. BlackAfrAm: Select Ore | @

13, White: Select Ore v | @

14, HIPacisindr: Select One v | O

15 Eligibility Select One ~

Save | Delete | Reset Backte Table View
Click "Save" before moving to another participant record
<< Prev StudentData || | of 502
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Grantees viewing the screen for the first time should click on the See more navigational
instructions and information about data errors link at the top of the page. This link will
provide you with valuable information about navigating the screens.

The participant data has been divided into four sections/tabs - Personal, Enrollment,
Academic/Degree/Persistence and Financial. The Web form displays the participant’s name
and social security number, if provided, on the left side of the screen, below the tabs. The
current screen is highlighted in light blue, while the other sections remain dark blue.

o To navigate through the sections and view the data provided in each section, click on the
Personal, Enrollment, Academic/Degree, or Financial tab.

e To make changes to any field for a participant, use the pull-down menus provided, or
enter text as appropriate (e.g., Last Name).

o To save changes, click on the “Save” button or click on another tab.

e To delete a record, click on the “Delete” button.

e To reset the data after making changes, without saving, click on the “Reser” button.

e To go to another participant’s record, click on the Next or Previous link.

o To return to the Table View screen, click on the “Back to Table View” button at the
bottom of the screen.

5.3.1 Duplicate Social Security Numbers (SSN)

If the system determines there are duplicate social security numbers in the file, a screen similar
to the one below will be displayed. You will be required to fix the error before returning to the
Table View screen.

Federal TRIO Programs

Report Problem | Email Help Desk | $5S APR | 555 APR Weh Site User Guide|
REITN (W Standardized Objectives Report i Review & Submit

s

PR/Award Number: PO42A100028
Name of G Graceland Uni

Section Il - Record Structure for Individual Participants

Review Participant List and Data Error Report (Table View)

The following table lists participant records with duplicate SSN. Please review the participant's data table and make any
necessary edits. The Format/nvalid Data Fields column identifies any field that contain invalid data value errors. After you correct
of rermove the duplicate S5N record, and click the 'Back to table view' button, a list of ALL the participants in your institution will
be displayed

* You may click the Last Narme hypedink to edit participant data or correct data errors
e Voumay click the "K" image in Delete colurmn to delete a paicipant data record.
e You may sort by Last Mame by clicking on the column title hypetlinks

Table View - Total Number of Participants (with duplicate SSN): 2

Record
SSNH - Number Delete

34 Duplicate SSM L
34 Duplicate 35N X

RTTWGN N Standardized Objectives Report i Review & Submit

First Name
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To change the SSN for a participant, click on the Last Name hyperlink and change the SSN on
the Web data entry form. If the participant record is a duplicate, you can click on the “X”
image in the “Delete” column to delete the record. Once the duplicate SSN error has been fixed
for the applicable participants, clicking on the “Back to Table View” button will display all
participants.

6 Standardized Objectives Report

After completing Section II, grantees will view their Standardized Objectives Report.

Description

In this section, the approved number of participants to be served (funded number) and the project
objectives for your project for this grant award cycle (2010-2015). This information was retrieved
from the approved “Student Support Services Program Profile” of the application package
as provided by the project.

Navigation
Users can go to this page by clicking on the “Standardized Objectives Report” tab on top. The
following screen will be displayed:

Federal TRIC Programs Report Problem | Email Help Desk | SSS APR | S§S APR Web Site User Guide|
M Standardized Objectives Report  JRENEVERINTIT -

PR/Award Number: P0O4224101184
Name of Grantee:  University of Texas/ Brownsville and Texas Southmost College

Save and go to next section

Report on Number Funded to Serve and
Prior Experience Standard Objectives for 2011-12 Project Year
(P0424101184)

The fallowing information reflects the approved funded number of participants to be served and the project objectives for
your project for this grant award cycle (2010 — 2015). This information was retrieved from the approved “Student
Support Services Program Profile”.

Number Funded to Serve:

In 2011-12, this project is funded to serve 275 participants
Sector of Grantee Institution:

A Public 4-Year

Prior Experience Objective(s):

A 2011-12 Persistence Rate: 85% of all participants served by the 335 project will persist fram one acadernic year to
the beginning of the next academic year or graduate with a bachelor's degree during the academic year

1
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B. 2011-12 Good Academic Standing Rate: 85% of all enrolled participants served by the 555 project will meet the
perdformance level reguired ta stay in good academic standing at the grantee institution

0. Graduation Rate (4-year institutions only): 20% of 2006-07 new patticipants served will graduate with a bachelor's
degree or equivalent within six (B) years

Note: A new participant is an indivicdual who was served by the 555 project for the first time in the profect year under
consideration and who meets the definition of a participant as specified in 34 CFR 646 7{c) of the 555 program
regulations.

Save and go to next section

m Standardized Objectives Report  [RENETNE ST T

Report Problem | Email Help Desk | S55 APR | 555 APR Web Site User Guiidg

7 Review and Submit (Tier 1)

To begin the APR submission process, click on the Review and Submit tab. The sample page
displays below. An explanation of the two-tiered system required for submission is included on
the page. Your APR is not considered complete until you have finished the entire process for
evaluating the participant data.

To continue with the APR submission, click on the “Start Submission” button at the bottom of
the page.

|
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Review and Submit: Tier 1
Start Submission

The Review and Submit section will guide you through the submission process. Your APR is not considered submitted until
you have cornpleted the entire process that includes a two-tiered system for evaluating the quality of the participant data.

The Tier 1 data checks include the fallowing:

¢ Funded Rate and Eligibility report. Provides information on the: () number and percent of participants funded to

serve and served and (b) number and percent of participants served who were low-income and first-generation, students

with disabilities (including disabled students who were also low income], and if applicable, (2) number and percent of all
disabled students who were also low-income. If your funded rate is below 100%, you will be asked to review the data
file to determine if you correctly updated the padicipant status field andfor included records for all participants served in

2011-12. ¥ou will also be given an oppartunity to review the data and make the necessary changes to your data file if

you did not meet your funded nurmbers. If you determine that the data file is correct, you will be asked to provide an

explanation far the low funded rate.

Critical Fields report. This report provides the percentage of participant records with "unknown/no response” for nine

data fields that we have determined are critical for analyzing project and program outcomes. Since "unknown/ng

responge” responses do nat provide usable infarmation for data analysis, we are asking you to review fields for which

10% or more of the recards have "unknown/no response” and either correct (or update) the data or provide an

explanation as to why the data are nat available.

+ Cohort Comparison Report. The purpose of this report is to ensure that no additional students whao were nat part af
the 2010-11 APR cohorts are added to the 2011-12 APR cohorts as doing so may impact your prior experience points.
This report compares patticipants in your 2011-12 APR data file submission to that of the 2010-11 APR data by Cohort
‘Year. For example, if in 2010-11 you indicated that 100 students were in your 2008-09 cohort, your 2011-12 APR
submission should only contain 100 students for cohort year 2008-09. These students should be the same students
reported in bath years.

In addition, the Cohort Comparison Report provides information on:

(1) the number of students for whom you provided project services in 2011-12 that fall outside the cohorts,
(2) new participants served in 2011-12, and

(3) new summer participants served in 2011-12.

If your data file passes the Tier 1 data checks, you may submit the APR. However, please note that your APR will not be
accepted until the padicipant data also passes Tier 2 data checks. After the Tier 1 submission the Tier 2 data checks
compare the 2011-12 participant data with 2010-11 data file.

The Tier 2 data checks include the following:

« Match to Prior Report. Compares the participants on the 2011-12 APR with the 2010-11 data for your project to
ensure that you have included the required participants on the 2011-12 file. For 4-year institutions this includes all
participants in the 2010-11 APR data file with cohorts between 2006-07 and 2010-11. For 2-year institutions this
includes all participants in the 2010-11 data file with cohorts between 2008-02 and 2010-11. For those participants for
wharn you are required to provide information and who are not included in the 2011-12 will be displayed on the screen.
You must add all the student records on this report to the 2011-12 file and update the data fields for these participants.
Student Cohort Year report. This report compares the data provided in field #21 (Student Cohort Year) of both your
2011-12 and 2010-11 APR data your project submitted. Those participants on the 2011-12 data file whose student
cohort year (field #21) is different from the 2010-11 data are displayed on the screen. Please note that once the cohort
year has been established you are not allowed to change it.

2011-12 Prior Experience {(PE) Points Report. MNew in 2011-12 is the Prior Experience (PE) Points Report. After you
successfully submit your APR, the system will generate a report that shows the Prior Experience (PE) points earned for the
2011-12 reporting (assessment year). ¥our PE points are calculated using the student-level data you submit via the online
system for reporting period 2011-12 and are based on your project's approved objectives. The Department will not accept any
changes to the project's 2011-12 data once you have completed the submissions of your 2011-12 AFPR

If your participant data file does not meet the Tier 2 criteria, you will be provided with a report and instructions far
resubmission. You must make the needed corrections to your data file and resubmit by March 22, 2013. It is
important that you review your APR for accuracy. You may not be allowed to revise your APR after March 22, 2013.
You will receive an e-mail message confirming the submission of your APR. On or prior to March 22, 2013, you may
contact the Help Desk if you need to make changes to the submitted APR.

Click the "Start Subrmission” button to begin,
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7.1 Review and Submit — Step 1

The Review and Submit — Step 1 screen will be displayed as shown below. Grantees must

complete both sections and pass all validation checks in order to proceed with the APR
submission.

Green check marks display for those sections that have been completed and have passed the
data validation error checks. The pink “®A”s display for those sections that are NOT complete.
To return to a section to complete it, click on the appropriate section tab at the top of the screen.

_Q SSS Online

Federal TRIO Programs

Report Problem | Email Help Desk | 555 APR | S85 APR Web Site User Guide|
Standardized Objectives Report JEENTAVERNIT T -_
PR/Award Number: P042A100026

Name of Grantee:  Graceland Universi
Review and Submit: Tier 1
Step 1

If you are a 4-year institution, please verify that you have completed both sections of the APR. If you are a 2-year institution,
please verify that you have completed Sections | and Il as well as information regarding how you defined the cohort for objective
C2 in the Standardized Objectives Report. You will not be able to subrit the APR until you have completed or passed all of the
validation errors for the applicable sections

Please Mote: All 553 grantees have already provided their number funded to serve and standard objectives for assessing prior
expetience (PE) points. This information was retrieved from the approved “Student Support Services Program Profile” of the
application package as provided by the project. Therefare, grantees will nat be required to provide this infarmation in 2011-12
However, grantees will be able to print a POF copy of their previously reported standard objectives at the time of data submission.
Projects can also view this information by clicking on the tab "Standardized Objectives Report”.

An "*" indicates that the section has not been completed or containg data error(s). You must complete the sections or fix the
data error(s) in the sections marked with an "%" before continuing with the submission process. Click on the appropriate section
tab at the top or bottom of the screen to return to the section

Sectionl *
Sectionll ¥

Standardized Objectives Report JEENTAVERNIT T -_

When both sections are complete, the Review and Submit — Step 1 screen displays as shown
below, with green check marks next to each section indicating it has been completed. To
proceed with the APR submission, click on the “Continue” button.
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SSS Online

Federal TRIO Programs Report Problem | Email Help Desk | SSS APR | 55 APR Web Site User Guide
Standardized Objectives Report JREGINTITRCRIIT T
PR/Award Number: PO42A101184

Name of Grantee: _ University of Texas/ Brownsville and Texas Southmost College

Tier 1

Review and Subm
Step 1

If you are a 4-year institution, please verify that you have completed both sections of the APR. f you are & 2-year institution,
please verify that you have completed Sections | and Il as well as information regarding how you defined the cohart for objective
C2 in the Standardized Objectives Report. You will not be able to submit the APR until you have completed or passed all of the
validation errors for the applicable sections

Please Mote: All 355 grantees have already provided their number funded to serve and standard objectives for assessing prior
expetience (PE) points. This information was retrieved from the approved “Student Support Services Program Profile” of the
application package as provided by the project. Therefore, grantees will not be required to provide this information in 2011-12
Howewer, grantees will be able to print & PDF copy of their previously reported standard objectives at the time of data submission.
Projects can also view this information by clicking on the tab "Standardized Objectives Report”.

Section |
Section Il

[ ]

m Standardized Objectives Report G EIFR-RNTTTHT

Sl B LI COC AN COC ADD AL Clan 1 2a

7.2 Review and Submit — Step 2 Cohort Comparison Report
The second step of the Tier 1 process is the Cohort Comparison Report.

The following screen displays:
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T@ SSS Online

Federal TRIO Programs

Report Problem | Email Help Desk | SS5 APR. | $55 APR Web Site User Guide
m RYENGEIGECLREI T ERT .  Review & Submit _

Review and Submit: Tier 1

PRAward Number:
Name of Grantee:

Step 2 - Cohort Comparison Report

Comparizan of Participants in Your 2011-12 APR Data File Submission
vg. the 2010-11 File by Cohort Year
(d-Year Institutions)

Mumber of Participants Number of Padicipants

Cohort Year in ¥our 2011-12 APR Data File in your 2010-11 APR Data File
2006-07 Ly LY
2007-08 59 59
2008-09 35 145
2009-10 157 246
2010-11 126 205

Total 418 696

Additional Information Regarding Your 2011-12 APR Data File Submission

Wurnber of participants prior to the 2006-07 cohort = 80
Mumber of Mew Participants = 127

Mumber of Mew Summer Participants = 3

WARNING! WARNING! WARNING!

The "Mumber of Participants in Your 2011-12 APR Data File" does not match the "Nurber of Participants in Your 2010-11 APR
Data File" for cohort year(s) 2008-09, 2005-10, 2010-11. This can occur if (1) you deleted records that were on your 2010-11 file,
[2) you added records that were nat in your 2010-11 data file, and/or (3) you have duplicate records.

[f you deleted recards that were on your 2010-11 APR file, you can either click on the "Go Back to Section I" button and add the
records back or click on the "Confirm” button and in Tier 2 (Match-To-Prior Report), the recards that are missing will be displayed,
at which point you will be asked to add the records back.

Please be advised that by adding records to pre-established cohorts this may impact your Prior Experience (PE) points.
Therefore, if you inadvertently added records to the cohort(s) mentioned above, please select "Go Back to Section Il " and delete
the record(s) accordingly. If you concur with the additional records to the cohort(s), please select "Confirm”,

By selecting "Canfirm", the records that are being added become part of your data file. Therefore, please be advised that ance you
add records to the cohort(s) you will not be allowed to drop these records in subsequent reporting periods.

Hirt: To identify the additional records on your 201112 APR, compare your 2011-12 APR data file to your 2010-11 APR data file.
f you do not have your 2010-11 APR data file readily available, you may download the file by going back to the
page and selecting Download

m Section Il | Standardized Objectives Report QEHAUTVEEATT T

Report Problem | Email Help Desk | SSS APR | $58 APR Web Site User Guide
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7.3 Review and Submit — Step 3 Funded Rate and Eligibility Status

The third step of the Tier 1 process is the Funded/Served Rate Report and Eligibility Status
Report. The following screen displays:

Review and Subm

Step 3-Funded Rate and Eligibility Status Table and Current Participants Report
201112 Funded Rate and Eligibility Table

The table below provides information on the: (a) number and percent of participants funded to serve and served and {b) number and
percent of participants served who were low-income and first-generation, students with disabilities (including disabled students
who were also low income), and if applicable, (c) number and percent of all disabled students who were also low-income. As noted
helow, the one-third eligibility requirement only applies if the project served at least one disabled student.

The information provided in the section “Number of Participants Funded to Serve & Served” is based on serving at least as
many participants (i.e., 100%) were served as the project was funded to serve.

The information pravided in the section “2/3 Eligibility Requirement: First-yeneration and low-income, and/or students
wi/disabilities including students with disabilities who are also low.income” is based on the project meeting the two-thirds
eligibility requirement (i.e., B6% or greater). To determine whether your project met this reguirerment, the column: "Mumber first-
generation and low-income, andfor disabled including disabled who are also low-income” was divided by the column: "Number of
Current Participants Served.”

The information provided in the section “1/3 Eligibility Requirement: Disabled students w/disabilities who are low-income™
i based on the project meeting the one-third disabled and low-incorme requirement (i.e., 33% or greater). This requirement is only
applicable for projects that served disabled students; therefore, if any disabled students were served at least one-third must also
be low-incorme. To determing whether your project met this requirement, the column: "Mumber of students w/disabilities who are
also low-income" was divided by the column: "Mumber of students w/idisabilities (including disabled and low-income)".

Please review the information contained in the table below. If your project did not meet the requirerments mentioned abave, please
verify that the participant and eligibility status codes for each current participant for whom you pravided information are correct.
Your "current participants”, are coded infield 22 as a1,2,8, 0r 9.

Funded Rate and Eligibility Status Tahle

2/3 Eligibility Requirement:

Gitstoenerationfandliove 173 Eligibility Requirement: Disabled

Number of Participants Funded income, and/or students . L
R DT s q students w/disabilities who are low-
to Serve & Served wi/disahilities including income™
students with disabilities who
are also low-income
Murnber of first- MNumber of Murnber of
Mumber of generation and low- students
Mumber ) P students 1/3
Current Percent income, andfor S widisabilities R LT
Funded o A ! : Eligibility ; ) widisabilities | Eligibility
Participants | Served disabled including {including
to Serve . Percent ’ who are also Percent
Served disabled who are also dizabled and low- .
. p love-incaorme
low-income incorme)
275 275 100% 255 93% 22 21 95%

*The requirement anly applies if at least one dizabled student was serwed. If no dizabled students were senved, then the requirement does not apply.

201112 Current Participants and Eligibility Status Report

The report below provides a list of your new, continuing, and new (surmmer only) participants (1,2, 8, or ) along with the
participant's eligibility status and student's cohort year.

= Your current participants are derived from field #£2, Participant Status, and are coded as follows:
1 = Mew participant (for this reporting period; part of the 2011-12 cohort)
2 = Continuing participant
8 = Mew Summer participant—Earned College Credits (2011 summer session only; part of 2012-13 cohort)
9 = Mew Summer participant—Did not Earn College Credits (2011 surnmer session only; part of 2012-13 cohort)
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1 = Low-Income and First-Generation,
2 = Low Income Only,

3 = First-Generation Only,

4 = Disabled, and

£ = Disahled and Low Income

1 = Otheriprior to 2005-06)

7 = 2005-06
g = 2006-07
9= 2007-08
10 = 2008-09
11 =2009-10
12 =2010-11
13 =2011-12
14 =2012-13

Please review the information carefully and

verify the participant and eligibility status codes are correct.

Prev Page |1 ™

Participants Name Participant Status

1 2 = Continuing participant

2 1 = Mew participant (2011-12 cohort)
3 1 = Mew participant (2011-12 cohort)
4 1 = Mew participant (2011-12 cohort)
5 1 = MNew participant (2011-12 cohort)
5] 1 = Mew participant (2011-12 cohort)
7 1 = Mew participant (2011-12 cohort)
8 1 = Mew participant (2011-12 cohort)
=] 2 = Continuing participant

10 = Mew participant (2011-12 cohort)
11 1 = Mew participant (2011-12 cohort)

12 1 = Mew participant (2011-12 cohort)
13 2 = Continuing participant
14 1 = MNew participant (2011-12 cohort)
145 2 = Continuing participant
16 1 = Mew participant (2011-12 cohort)
17 2 = Continuing participant
18 2 = Continuing participant
19 2 = Continuing participant
20 2 = Continuing participant

Prev Page|1 '~

=« The eligibility status codes are derived from field #15 and are:

= The student's cohort year codes are derived from field #21 and are:

of 14

4 a4 o

oo 4o
]

1=
1=

Eligibility Status

3 = First-Generation Only
Low-lncome and First-Generation
Low-Income and First-Generation
Lowe-lncome and First-Generation
Lowe-lncome and First-Generation
Low-lncome and First-Generation
Low-Income and First-Generation
Low-Income and First-Generation
Lowe-lncome and First-Generation
5 = Disabled & Low Incaome
Low-lncome and First-Generation
Low-Income and First-Generation
Lowe-lncome and First-Generation
Lowe-lncome and First-Generation
5 = Disabled & Low Incaome

= Low-Income and First-Generation

= Low-Incorme and First-Generation

5 = Disabled & Low Incame
Low-lncome and First-Generation
Low-Income and First-Generation

of 14

verify that all students reported as current participants (1, 2, 8, or 9) were actually sered during this reporing period.
verify that you correctly updated the participant status field for all participants served in a previous reporting period.
provide an explanation if you did not meet the number of participants funded to serve.

Current Participants and Eligibility Status Report for 2011-12 {Participant Status =1, 2,8, or 9)

Cohort Year

11 = 2009-10
12 = 2010-11
12 = 2010-11
12 = 2010-11
12 = 2010-11
12 = 2010-11
12 = 2010-11
12 = 2010-11
11 = 2009-10
12 = 2010-11
12 = 2010-11
12 = 2010-11
11 = 2009-10
12 = 2010-11
11 = 2002-10
12 = 2010-11
11 = 2009-10
10 = 2003-09

Otherfprior to 2005-06)

9 = 2007-05

The Funded Rate and Eligibility Report compares:

e the number of current year participant records on the data file with the number of

participants the grantee was approved to serve in 2010-11,

e the number and percent of participants who are first-generation and low-income, and
e The number and percent of participants who disabled and disabled and low-income.

SSS APR Website User Guide
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If your funded rate is below 100%, you will be asked to review certain aspects of your data.
You will also be given an opportunity to review the data and make the necessary changes to
your data file if you did not meet your funded numbers. If you determine that the data file is
correct, you will be asked to provide an explanation for the low funded rate.

The information provided in the section “2/3 Eligibility Requirement: First-generation and
low-income, and/or students w/disabilities including students with disabilities who are also
low-income” is based on the project meeting the two-thirds eligibility requirement (i.e., 66% or
greater). To determine whether your project met this requirement, the column: “Number first-
generation and low-income, and/or disabled including disabled who are also low-income” was
divided by the column: “Number of Current Participants Served.”

The information provided in the section “1/3 Eligibility Requirement: Disabled students
w/disabilities who are low-income” is based on the project meeting the one-third disabled and
low-income requirement (i.e., 33% or greater). This requirement is only applicable for projects
that served disabled students; therefore, if any disabled students were served at least one-third
must also be low-income. To determine whether your project met this requirement, the column:
“Number of students w/disabilities who are also low-income” was divided by the column:
“Number of students w/disabilities (including disabled and low-income)”.

If your project did not meet the requirements mentioned above, please verify that the participant
and eligibility status codes for each current participant for whom you provided information are
correct. Your "current participants", are coded in field 22 asa 1, 2, 8, or 9.

The screen below displays information on the project’s funded number, two-thirds, and one-
third disabled and low-income requirement. Also displayed is the list of current participants
included on your file and their eligibility status. Current participants are those participants who
have been coded as 1, 2, 8 or 9 in the Participant Status (field 22) and coded asa 1, 2, 3,4, or 5
in the Eligibility Status field (15).

To change the participant or eligibility status of a participant, click on the Participant’s Name
hyperlink to return to the Section II Web form (shown below) and update the Participant Status
Code (field 22) and/or Eligibility Status (field 15).
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Personal Tah Enrollment Tab ﬂ;ade_ntlic-"DeE_I]_rele Financial Aid Tab
Fields 1-15 Fields 1623 fremsisence v Fields 35 & 36
Fields 24 34

ggrr:i:cipanl Hame: Ermor Description
1. PRAAward Mumber: FO424101184
2. Batch Year 2011
3. Social Security Mumber: o
4. Last Mame: o
5. First Mame: @
5. iddle Initial:
7. Date of Birth: MM/DDCCry) @
3. Gender. Select One hd
9. Hispanic: Select One v | @
10. AmindAk: Select One v | O
1. Asian: Select One v | @
12. BlackAftam: Select One v | @
13. White: Select One v | @
14 HIPaclsindr: Select One v | @
15. Eligibility: Select One A

Save Delete | Reset | Back to TabIeView|

Click "Save” before moving to another participant record.

Once you have made the necessary changes on this screen, click on the “Back to
Funded/Served’ button to return to the Funded Rate Report screen. Click on the “Continue”
button to proceed.

If the Funded-to-Serve rate is still too low, you must either continue to correct the participant
data or provide an explanation in order to proceed with the APR submission. A grantee may
have a calculated funded rate below the established range in some circumstances. In these
situations, you can provide an explanation for the discrepancy between the funded number and
the number served. You can type your explanation in the text box provided at the bottom of the
screen. A project is not required to provide an explanation if they do not meet their two-thirds
and/or one-third eligibility requirements.

|
SSS APR Website User Guide 37 Computer Business Methods, Inc.
February 2013



Review and Subm eri

Step 3-Funded Rate and Eligibility Status Table and Current Participants Report
201112 Funded Rate and Eligibility Table

The table below provides information on the: (a) number and percent of participants funded to serve and served and (b) number and
percent of participants served who were low-income and first-generation, students with disabilities (including disabled students
wha were also low income]), and if applicable, (c) number and percent of all disabled students who were also low-income. As noted
below, the one-third eligibility requirement only applies if the project served at least one disabled student.

The information provided in the section “Number of Participants Funded to Serve & Served” is based on serving at least as
many participants (i.e., 100%) were served as the project was funded to serve.

The information provided in the section “2/3 Eligibility Requirement: First-generation and low-income, and/or students
w/disabilities including students with disabilities who are also low-income” is based on the project meeting the two-thirds
eligibility requirement (i.e., B6% or greater). To determine whether your project met this requirement, the column: "Mumber first-
generation and low-incorme, and/or disabled including disabled who are also low-income” was divided by the colurmn: "Mumber of
Current Participants Served.”

The information pravided in the section “1/3 Eligibility Requirement: Disabled students w/disabilities who are low-income™
is based on the project meeting the one-third disabled and low-income reguirement (i.e., 33% or greater). This regquirement is only
applicable for projects that served disabled students; therefore, if any disabled students were served at least one-third must also
be low-income. To determine whether your project met this requirement, the column: "Mumber of students w/disabilities who are
also low-income” was divided by the column: "Mumber of students w/disabilities (including disabled and low-income)™.

Please review the information contained in the table below. If your project did not meet the reguirements mentioned above, please
vetify that the participant and eligibility status codes for each current participant for whom you pravided information are correct.
Your "current participants”, are coded infield 22 as a1,2,8, or 9.

Funded Rate and Eligibility Status Table
2/3 Eligibility Requirement:

(i gpemereiiinm Zo (. 1/3 Eligibility Requirement: Disabled

Number of Participants Funded income, and/or students A Ar
s AR 7 students w/disahilities who are low-
to Serve & Served w/disabilities including income*
students with disahilities who
are also low-income
Mumber of first- Mumber of Murnber of
Mumber of generation and low- students
Mumber K 3 . o students 143
Current Percent income, andfor S widigahilities . L L
Funded Partici A ! - Eligihility ) . widisabilities Eligibility
articipants | Served disabled including {including
to Serve . Percent . who are also Percent
Served disabled who are also disabled and low- ;
. . lowe-income
low-income income)
170 160 94% 141 858% 13 13 100%

“The requirement only applies if at least one disabled student was served. If no disabled students were served, then the requirement does not apply

201112 Current Participants and Eligibility Status Report

The report below provides a list of your new, continuing, and new (summer only) participants (1, 2, 8, or 9) along with the
participant's eligibility status and student's cohort year

« ‘Your current participants are derived from field #22, Participant Status, and are coded as follows:
1 = Mew participant (for this reporting period; part of the 2011-12 cohort)
2 = Continuing participant
8 = Mew Summer patticipant—Earned College Credits (2011 surnmer session only; part of 2012-13 cohort)
9 = New Summer participant—Did not Earn College Credits (2011 summer session only; part of 2012-13 cohort)

The eligibility status codes are derived from field #15 and are:
1 = Low-Income and First-Generation,

2 = Low Income Only,

3 = First-Generation Only,
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4 = Digabled, and
5 = Disabled and Low Income.

1 = Other(prior to 2005-06)

7 = 2005-06
& = 2006-07
9 =2007-08
10 = 2008-09
11 =2003-10
12 =2010-11
13 =2011-12
14 =2012-13

Please review the infarmation carefully and

verify the participant and eligibility status codes are correct.
verify that all students reported as current participants (1,2, 8, or 9) were actually served during this reporting period.
verify that you correctly updated the paricipant status field for all participants served in a previous reporting period

provide an explanation if you did not meet the number of paticipants funded to serve.

Prev Page |1 ™| of8
Current Participants and Eligibility Status Report for 2011-12 {(Participant Status=1,2,8, or 9)

e The student’s cohort year codes are derived from field #21 and are:

Participant’s Hame Participant Status Eligibility Status Cohort Year
1 2 = Continuing participant 2 = Low Income Only 10 = 2008-09
2 2 = Caontinuing participant 1 = Low-Income and First-Generation 12 =2010-11
3 2 = Continuing participant 1 = Low-Income and First-Generation 12 =2010-11
4 2 = Continuing participant 1 = Low-Income and First-Generation 12 =2010-11
<] 2 = Continuing particinant 2= Low Income Only 12 =2010-11
B 2 = Continuing participant 1 = Low-Income and First-Generation 12 =2010-11
7 2 = Continuing participant 1 = Low-Income and First-Generation 12 =2010-11
g 2 = Continuing participant 1 = Low-Income and First-Generation 11 =2009-10
9 2 = Continuing participant 1 = Low-Income and First-Generation 12 =2010-11
10 2 = Continuing participant 1 = Low-Income and First-Generation 11 =2009-10
11 2 = Continuing participant 1 = Low-Income and First-Generation 9 = 2007-08
12 2 = Continuing participant 1 = Low-Income and First-Generation 11 =2009-10
13 2 = Continuing participant 1 = Low-Income and First-Generation 10 = 2008-09
14 2 = Continuing participant 1 = Low-Income and First-Generation 12 =2010-11
15 2 = Caontinuing paricipant 1 = Low-Incorme and First-Generation 12 =2010-11
16 2 = Continuing participant 1 = Low-Income and First-Generation 10 = 2008-03
17 2 = Continuing participant 1 = Low-Income and First-Generation 12 =2010-11
18 2 = Continuing participant 1 = Low-Income and First-Generation 10 = 2008-09
19 2 = Continuing participant 5 = Disabled & Low Income 12 =2010-11
20 2 = Continuing participant 1 = Low-Income and First-Generation 12 =2010-11

Prev Page |l ¥ |cof@

There are some circumstances in which a grantee may have a calculated funded rate outside the established range. In these
situations, you must provide an explanation for the large discrepancy between the funded number and the number served. Type
your explanation in the text box below (limit 1,000 characters and spaces).

Click on the “Submit Explanation and Continue’ button to proceed.
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7.4 Review and Submit — Step 4 Critical Fields Verification Report

The next step of the Tier 1 process is the Critical Fields Verification Report. The Critical
Fields report provides a percentage of participant records with “unknown/no response” for nine
data fields that have been determined as critical for analyzing project and program outcomes.
Since an “unknown/no response” does not provide usable information for data analysis, we ask
that you review fields for which 10% or more of the records have “unknown/no response” and
either correct (or update) the data or provide an explanation as to why the data is not available.

If no explanation is required for the Critical Fields, the following screen will be displayed.

Review and Submit: Tier 1

Step 4 - Critical Fields Verification Report

The Department has identified the following seven (7) fields as critical in calculating project and program outcomes and wants to
ensure a minimal number of "No Response/Unknown” entries in each field. In most cases, "Mo Response/Unknown” is a valid
response; however, high percentages of these responses are not in the project's best interests. The table below lists the critical
fields and the number and percentage of partticipants with a "MNo Response/Unknown” entry in that field. If you have critical fields
with a high percentage of "Mo response/Unknown”, we recommend correcting the data offline and uploading the corrected file. You
may return to to update any fields with a "No Response/Unknown" entry.

You have 502 participant records.

Mumber with
Field Mo.  Field Name Mo Response/Unknown Percent
7. DOBE 1 records 0%
23 Enrollment Status (at end of the 2011-12 academic year) 0 records 0%
24, Academic Standing 0 records 0%
30. Transfers 0 records 0%
31 Degree/Certificate Completed 0 records 0%
32, Date of Undergraduate Degree/Certificate 0 records 0%
34, Persistence status (at the beginning of 2012-13 academic year) 0 records 0%

Cortinue

m Section Il | Standardized Objectives Report [N 11 _

Click on the “Continue” button to proceed.

If an explanation was entered on the Funded Rate Report, the screen will be displayed noting
that TRIO will review the explanation (as shown on the screen below):
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SSS Online

[eders! TRIO Programs Report Problem | Email Help Desk | SSS APR | S§S APR Web Site User Guide|
PR/Award Number:

m m Standardized Objectives Report NIRRT
Name of Grantee:
Review and Submit: Tier 1

Your funded/served explanation has been saved and will be reviewed by TRIO.

Step 4 - Critical Fields Verification Report

The Department has identified the following seven (7) fields as critical in calculating project and program outcomes and wants to
ensure a minimal number of "No Response/Unknown” entries in each fisld. In most cases, "Mo Response/Unknown” is & valid
response; however, high percentages of these responses are not in the project's best interests. The table below lists the critical
fields and the number and percentage of participants with a "Mo Response/Unknown" entry in that field. If you have critical fields
with a high percentage of "No response/Unknown”, we recomrmend correcting the data offline and uploading the corrected file. You
may return to to update any fields with & "Mo Response/Unknown” entry.

You have 367 participant records.

Nurnber with
Field Mo.  Field Nams Mo Response/Unknown Percent
7 DOB 0 records 0%
23 Enrollment Status (at end of the 2011-12 acadermic year) 182 records 43%
24 Acadermic Standing 0 records 0%
30 Transfers 348 records 97 %

If the file contains at least one critical field where 10% of the responses are unknown or have no
response, an explanation box on the screen indicating that the data must be corrected or an
explanation should be provided.

Review and Submit: Tier 1

Your funded/served explanation has been saved and will be reviewed by TRIO.

Step 4 - Critical Fields Verification Report

The Department has identified the following seven (7) fields as critical in calculating project and program outcomes and warts to
ensure a minimal number of "No Response/Unknawn" entries in each field. In most cases, "No Response/Unknown” is a valid
response; however, high percentages of these responses are not in the project's best interests. The table below lists the critical
fields and the number and percentage of participants with & "Mo Response/Unknown" entry in that field. If you have critical fields
with & high percentage of "No response/Unknown”, we recommend correcting the data offine and uploading the corrected file. You
may retum to to update any fields with a "Mo Response/Unknawn” entry.

You have 357 participant records.

Mumber with

Field Mo, Field Name Mo Response/Unknawn Percent
7 DOB 0 records 0%

23 Enrallment Status (at end of the 2011-12 academic year) 152 records 43%
24, Academic Standing 0 records 0%

ki1l Transfars 348 records 87%
3. Degree/Certificate Completed 3483 records 7%
32 Date of Undergraduate Degree/Certificate 0 records 0%

34, Persistence status (at the beginning of 2012-13 academic year) 151 records 42%
Type in your explanation in the text box below. Your explanation wil be reviewed by TRIO.
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Submit Explanation and Continue

To change a participant’s record, click on the Section II hyperlink to return to the Section II
Web form. Once you have made the necessary changes on this screen, click on the Review and
Submit tab to resubmit your data.

If any of the nine Critical Fields still has 10% or more unknown/no responses, you must either
continue to correct the data or provide an explanation in order to proceed with the APR
submission. You can type your explanation in the text box provided at the bottom of the screen.

Click on the “Submit Explanation and Continue” button to proceed.

7.5 Review and Submit — Step 5

In the next step of the Tier 1 process, you can obtain a copy of your APR and Section II data for
your records.
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@ SSS Online

Federal TRIO Programs Report Problem | Email Help Desk | 5SS APR | S55 APR Web Site User Guida
Standardized Objectives Report QG ENTEYRRIT _

PR/Award Number: P042A101184

Name of Grantee:  University of Texas/ Brownsville and Texas Southmost College
Review and Submit: Tier 1
Step 5

Obtain a PDF containing your project's Section | information, Cohott Comparison Report, Funded Rate and Eligibility Status
Table and Current Participants Report, and Critical Fields Repaort. Also, you may download an Excel file of your project's 2011-
12 APR data (Section I} for your records.

The infarmation obtained is intended for authorized users only. Disclosure of any infarmation obtained for any purpose other
than for authorized use can result in criminal prosecution.

Obtain Annual Performance Report PDF

Click on to display a printable version of sections | and Il and the Report on Number Funded to Serve and
Prior Experience Standard Objectives of the APR in PDF format. Adobe Acrobat Reader is required to view the file. To
download a free copy, go to the .

Generate Excel file for Section Il - Individual Participant Data for 2011-12

You may obtain the data you entered in Section Il - Individual Participant File far 2011-12 in an Excel file for your records. To
obtain the data, click the "Download Data" button. Then click on the file name to open the file or right click on it to save the file
an your PG

To obtain the data, click the "Download Data" button. Then click on the file name to open the file or right click on it to save the
file on vour PC

Continue with the Review and Submit Process

Cantinue

w Standardized Objectives Report JESTERRNTL T

Report Problem | Email Help Desk | SSS APR | S5S APR Web Site User Guide|

To obtain a hard copy of the APR, click on the Display Report PDF hyperlink under the
“Obtain Annual Performance Report PDF” heading. The report will display as a PDF image.
Adobe Acrobat Reader is required in order to view the file and can be downloaded from the
Adobe site via the hyperlink on this page.

Once the PDF report displays, select “File-Print” from the menu to print the report or click on
the printer image.

To obtain an Excel file of the 2011-12 data file, click on the “Download Data” button. A blue
hyperlink file (example: P042AYYXXS9 2011-12.xlsx) will appear on the screen.

To open the file in your browser window, click on the hyperlink.

To save the file to your desktop, right click using your mouse and select the “Save Target As”

option as shown below. Select a location on your desktop (e.g., My Documents) to save the
file.
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Once you have printed a copy of the APR for your records and downloaded the Excel data
version, you can click on the “Continue’ button to proceed with the Review and Submit
process.

7.6 Review and Submit — Step 6
In this final step of Tier 1, you can submit your APR.

@ SSS Online

Federal TRIC Programs Report Problem | Email Help Desk | $S5 APR | S5 APR Weh Site User Guids

Standardized Objectives Report JENTRMERNTITIT _
PR/Award Number: PO424101184

Name of Grantee: _University of Texas/ Brownsville and Texas Southmost College
Review and Submit: Tier 1
Step 6

Click on the "3ubmit" button to submit your 2011-12 APR. If you entered a confirmation e-mail address in Section |, an e-mail
confirmation of the APR submission will be gent.

Note: If your APR data does not pass the Tier 2 data validations, yau are given a one-week extension fram your initial
submission date to carrect the enors and resubmit

f applicable, instructions for resubrmission will be included after you submit. Section | of the APR cannot be modified.

M Standardized Objectives Report QAN RNTITIT

Report Problem | Email Help Desk | SS5 APR | SS5 APR Web Site User Guide

To submit the APR, click on the “Submir’ button.

7.7 Review and Submit - APR Submitted Screen

The APR is not considered complete until the participant data passes the second tier data
checks. If the checks show no further revisions are necessary or you are a new grantee, the
APR submission process is complete.
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SSS Online

Federal TRIO Programs

Reiur( Problem | Email Heli Desk | 585 APR | SS5 APR Web Site User Guide

PR/Award Number:
Name of Grantee:

PD42A110906

APR Successfully Submitted!

Your2011-12 data file has passed the data quality checks or you pravided explanations. Na additional changes to your

participant data file are required. ¥our APR will now be accepied provided you submit, via fax, a signed copy of Section | of the
APR

Obtain Sighature Page and Annual Performance Report in PDOF Format

Click far a printable versian of the signature page and the data reparts in PDF Format. Adobe Acrobat Reader is required to
view the file. To download a free copy, go to the

Please fax the signed copy of Section | of the APR (the first page of the PDF file) to the following fax number: (F03) 832-1360
Once your fax for Section 1 has been received and processed, you will receive a confirmation email from us

For your records, you should keep in your files Section | with the original signatures and a copy of the two parts of your APR
submission: (1) the PDF version of Sections | and the data validation reparts; and (2) the Excel file of your individual participant
records

Obtain Annual Performance Report PDF

Click on the "Generate FDF" button to generate a printable version of your AFPR submission in POF format

Generate Excel file for Section Il - Individual Participant Data for 2011-12
Click the "Download Data” button to obtain an Excel file of the individual participants records (Section Il of the APR).

Obtain a Copy of the Appendix: PE Formulae

Flease click this link to download a copy of the

Report Problem | Email Help Desk | 555 APR | 585 APR Web Site User Guide]

If the Section II participant data does not pass the Tier 2 checks, you must revise and resubmit
your Section II within one week. A screen similar to the one below will display:

@ SSS Online

Federal TRIO Programs

Reinn Problem | Email Heli Desk | S55 APR | S55 APR Web Site User Guide|
PR/Award Number: P0424101184

Name of Grantee:  University of Texas/ Brownsville and Texas Southmost College

Review and Submit

APR Submitted for Tier 1

Section Il - Individual Participant Data File (Next Step: Tier 2 Data Validation Checks)
‘four APR was resubmitted on 0272202013

The APR submission process includes a two-tiered submission process — you have successiully completed Tier 1 and must now
proceed to Tier 2 for additional processing and verification of data records

Flease note that if you make any changes to the participant data file, the participant data error report and the Tier 1 and Tier 2

data guality reports will be re-generated. If there are additional data errors, you must correct these prior to resubmitting your
APR

Click the "Continue" button to review the Match to Prior Report and the Student Cohort Year Report and begin the Tier 2
submission process

Report Problem | Email Help Desk | S55 APR | SSS APR Web Site User Guide|
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Please note that any changes to the participant data file, the participant data error report and the
Tier 1 and Tier 2 data quality reports will be run again. If there are additional data errors, you
must correct these prior to resubmitting your APR.

Click on the “Continue” button to proceed to Tier 2 and view the Match to Prior and New
Participant Reports and review further instructions for resubmission.

8 Tier 2 - Submission Verification Reports
The second tier data checks include Match to Prior report and Student Cohort Year report.

8.1 Match to Prior Report

The Match to Prior report compares the participants on the 2011-12 APR with the participants
on the 2010-11 APR to ensure that grantees have included in the APR all the participants on the
2010-11 data file that fall within the required cohorts.

Those 2010-11 participants not included on the 2011-12 file are displayed on the screen. To
include a participant for 2011-12, click on the individual checkbox then click on the “Update
2011-12 file” button. To add all of the participants listed on the current page click on the
"Check All on Current Page" button. Once you have clicked on the "Check All on Current
Page", you must click on the "Update 2011-12 file" button.
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Tier 2 - Submission Verification Reports

Match to Prior Report

This repart compares the participants on your 2011-12 APR with the 2010-11 data file to ensure that you have included in your
APR all participants an the 2010-11 data file that fall within the reguired coharts. Thase participants that are nat included an your
2011-12 APR but were on your 2010-11 file are displayed below.

Mismatches: Grantees sometimes find in the 2010-11 file & student who they know is already in their 2011-12 APR. Often times,
this oceurs when an earlier year's record for a student does not match the 2011-12 record because the latter has a change in
SSN, date of bith, or first and/or last name. The Department asks grantees not to change identifying data for students [narme,
S3M, and date of bith) reported in the 2010-11 data file, even if the information is found to have errors. For the sake of
consistency in data matching, it is not critical if a student’s record has misspellings or an inaccurate 35N as long as the
infarrnation remaing the same from year to year. Please do not add back a student listed in the 2010-17 file if you believe it will
result in two records for one student, e.g., duplicate; instead, change the identifying data for the student to match the data in the
2010-11 file.

How to restore student records to your 201112 APR file: To restare any participants listed below to your 2011-12 APR file,
click the box aligned with the student's name; then click "Update 2011-12 file." Ta add all of the students at once, click "Check
All on Current Page” before clicking the "Update” box. Once you have restored records to your 2011-12 APR file, please update
all data fields for the student.

Prev Page|1 ¥|of 14
Total participants in 2010-11 not listed in the 201112 submission: 278

# Participant Marne Student Cohort Year Check Al on Curent Page

1 200910 ]
2 2008-09 O
3 2008-09 Od
4 200809 ]
5 2010-11 i
6 2008-09 O
7 2010-11 O
g 2008-09 O
9 2008-09 )
10 2010-11 O
11 2008-09 O
12 2008-09 O
13 200-11 O
14 2008-09 )
15 2008-09 O
18 2010-11 O
17 2010-11 O
18 2008-09 O
19 2008-09 )
20 2008-09 O

Update 2011-12 file

Prev Page|l ¥|of13
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@ SSS Online

Federal TRIO Programs

Reinrt Problem | Email Heli Desk | 555 APR | 555 APR Web Site User Guide

PR/Award Number: P042A110906
Name of Grantee:  Blackfeet Community College

Tier 2 - Submission Verification Reports

Match to Prior Report

The web application runs this report which compares the paricipants on the 2011-12 APR data file with those on the 2010-11

data file to ensure that you have included all participants on the 201112 file. Your 2011-12 data file has passed this data
verification. Please click "Continue.”

Continue

Report Problem | Email Help Desk | S55 APR | SSS APR Web Site User Guide)

8.2 Student Cohort Year Report

This report compares the data provided in field #21 (Student Cohort Year) of both your 2011-12
and 2010-11 APR data your project submitted. Those participants on the 2011-12 data file
whose student cohort year (field #21) is different from the 2010-11 data are displayed on the

screen. Please note that once the cohort year has been established you are not allowed to change
it.

If all participants' student cohort year data (field #21) on your 2011-12 data file matches the

2010-11 data file, no Cohort Year Report is produced. A screen such as the one below will
display:

w SSS Online

Federal TRIO Programs

Reiurl Problem | Email Heli Desk | S5S APR | S55 APR Webh Site User Guide

PR/Award Number: P04224110906
Name of Grantee:  Blackieet Community College

Student Cohort Year report

The Web application runs this report after you add and update any student records required by the Match to Prior Report; these
students then become part of the 2011-12 file. The Student Cohort Year Report compares the data provided in field #21 (student
cohort year) of the 2011-12 APR data file with 2010-11 data file to ensure consistent reparting of participants' student cohort
years. Al participants' student cohort year data (field #21) on your 2011-12 data file matched the 2010-11 data file; thus, no
Cohort Year Report was produced. Please click "Continue.”

Report Problem | Email Help Desk | 55 APR | 585 APR Web Site User Guide

Click on the “Continue” button to proceed to the next step.
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8.3 Cohort Comparison Report (Tier 2)

Once all the participants have been included in the MTP file or the cohort year has been
updated, you will continue to the Tier 2 Cohort Comparison report. At this point, the system
will run all reports again and will include any updates or revisions made resulting from the Tier
2 changes.

Tier 2 - Submission Verification Reports

Tier 2 - Cohort Comparison Report

Cornparisan of Participants in Your 2011-12 APR Data File Submission
vg, the 2010-11 File by Cohort Year
[2-Year Institutions)

Mumber of Participants Mumber of Participants
Caohart Year in Your 2011-12 APR Data File in your 2010-11 APR Data File
2008-09 10 110
200910 88 88
2010-11 80 79
Total 278 277

Additional Information Regarding Your 2011-12 APR Data File Submission
Mumber of participants prior to the 2003-09 cohot = 79
Murnber of New Participants =0

Murnber of Mew Summer Participants =0

WARNING! WARNING! WARNING!

The "Mumber of Participants in Your 2011-12 APR Data File” does not match the "Number of Padicipants in ¥our 2010-11 APR
Data File" for cohort year(s) 2010-11. This can occur if: (1) you deleted records that were on your 2010-11 data file, (2) you added
records that were not in your 2010-11 data file, andfor (2) you have duplicate records.

If you deleted records that were on your 2010-11 APR file, you can either click on the "Go Back to Section II" button and add the
records back or click on the "Confirm” button and in Tier 2 (Match-To-Prior Report), the records that are missing will be displayed,
at which point you will be asked to add the records back

Please be advised that by adding records to pre-established cohorts this may impact your Prior Experience (PE) points
Therefare, if you inadvertently added records to the cohort{s) mentioned above, please select "Go Back to Section Il " and delete
the record(s) accordingly. If you cancur with the additional records to the cohort(s), please select "Confirm”.

By selecting "Confirm”, the records that are being added become part of your data file. Therefore, please be advised that once you
add records to the cohort(s) you will not be allowed to drop these records in subseguent reparting periods.

Hint: To identify the additional records on your 2011-12 APR, compare your 2011-12 APR data file to your 2010-11 APR data file.
If you do not have your 2010-11 APR data file readily available, you may download the file by going back to the

page and selecting Download.
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8.4 Funded Rate and Eligibility Status Report (Tier 2)

Funded Rate report displays the number of participants your institution was funded to serve, the
number of current students included on your file, and your funded-to-serve rate. Also displayed
is the list of current participants included on your file. Current participants are those
participants who have been coded as 1, 2, 8 or 9 in the Participant Status Code field (field 22).
The total number of current participants should be equal to or close to the number your
institution has been funded to serve.

The report compares the number of current year participant records on the data file with - the
number of participants the grantee was approved to serve in 2010-11, the number and percent of
participants who are first-generation and low-income, and the number and percent of
participants who are disabled and disabled and low-income.

If your funded rate falls below 100%, you will be asked to review the data file to determine if
you correctly updated the participant status field and/or included records for all participants
served in 2008-09. If you determine that the data file is correct, you will be asked to provide an
explanation for the high or low funded rate.

The information provided in the section “2/3 Eligibility Requirement: First-generation and
low-income, and/or students w/disabilities including students with disabilities who are also
low-income” is based on the project meeting the two-thirds eligibility requirement (i.e., 66% or
greater). To determine whether your project met this requirement, the column: “Number first-
generation and low-income, and/or disabled including disabled who are also low-income” was
divided by the column: “Number of Current Participants Served.”

The information provided in the section “1/3 Eligibility Requirement: Disabled students
w/disabilities who are low-income” is based on the project meeting the one-third disabled and
low-income requirement (i.e., 33% or greater). This requirement is only applicable for projects
that served disabled students; therefore, if any disabled students were served at least one-third
must also be low-income. To determine whether your project met this requirement, the column:
“Number of students w/disabilities who are also low-income” was divided by the column:
“Number of students w/disabilities (including disabled and low-income)”.

If your project did not meet the requirements mentioned above, please verify that the participant
and eligibility status codes for each current participant for whom you provided information are
correct. Your "current participants", are coded in field 22 asa 1, 2, 8, or 9.

To change the status of a participant, click on the Participant’s Name hyperlink to return to the
Section I Web form (shown below) and update the Participant Status Code (field 22).
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Tier 2-Funded Rate and Eligibility Status Table and Current Participants Report
2011-12 Funded Rate and Eligibility Table

The table below provides infarmation on the: (a) number and percent of participants funded to serve and served and (b) number and
percent of participants served who were low-income and first-generation, students with disabilities {including disabled students
who were also low income), and if applicable, (c) number and percent of all disabled students who were also low-income. As noted
below, the one-third eligibility requirement only applies if the project served at least one disabled student.

The information provided in the section “Number of Participants Funded to Serve & Served” is based on serving at least as
many participants (i.e., 100%) were served as the project was funded to serve.

The infarmation provided in the section “2/3 Eligibility Requirement: First-generation and low-income, and/or students
widisabhilities including students with disabilities who are also low-income” iz based on the project meeting the two-thirds
eligibility requirernent (i.e., 6% or greater). To determine whether your project met this requirement, the colurn: "Mumber first-
generation and low-income, andfor disabled including disabled who are also low-income” was divided by the column: "Number of
Current Participants Served.”

The information provided in the section *“1/3 Eligibility Requirement: Disabled students w/disabilities who are low-income™
is based on the project meeting the one-third disabled and lowe-income requirement (i.e., 33% or greater). This requirerent is only
applicable for projects that served disabled students; therefore, if any disabled students were served at least one-third must also
be low-income. To determine whether your project met this requirement, the column: "Mumber of students w/disabilities who are
also low-income” was divided by the column: "Mumber of students w/disabilities (including disabled and low-income)”,

Please review the infarmation contained in the table below. If your project did not meet the requirements mentioned above, please
verify that the participant and eligibility status codes for each current participant for whorn you provided information are correct.
Yfour "current participants”, are coded in field 22 as a 1,2, 8, or 9.

Funded Rate and Eligibility Status Table

2/3 Eligibility Requirement:

histoenerationfandilowe 1/3 Eligibility Requirement: Disabled

Number of Participants Funded income, and/or students g L
. e . students wrdisabilities who are low-
to Serve & Served wr/disabilities including e——-3
students with disabilities who
are also low-income
Mumber of first- Mumber of
. Mumber of
Mumber of generation and low- students
Mumber . 243 . b students 143
Current Percent income, andfaor P widisahilities . o LT
Funded o . ! - Eligibility N . widisabilities Eligibility
Participants | Served disabled including (including
to Serve . Percent . who are also Percent
Served disabled who are also disabled and low- N
: - low-income
low-income income)
170 160 94% 141 88% 13 13 100%

*The requirement only applies if at least ane disabled student was served. If no disabled students were served, then the requirement does not apply.

2011-12 Current Participants and Eligibility Status Report

The report below provides a list of your new, continuing, and new (summer only) participants (1, 2, 8, or 9 along with the
participant's eligibility status and student's cohort year.

= Your current participants are derived from field #22, Participant Status, and are coded as follows:
1 = Mew participant (for this reporting period; part of the 2011-12 cohor)
2 = Continuing participant
5 = Mew Summer participant—Earned College Credits (2011 summer session only; part of 2012-13 cohort)
9 = Mew Summer participant—Did not Earn College Credits (2011 summer session only; part of 2012-13 cohort)
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= The eligibility status codes are derived frorn field #15 and are:
1 = Low-Incorme and Firgt-Generation,
2= Low Incaorme Only,
3 = First-Generation Only,
4 = Disahkled, and
5 = Digabled and Low Income.

e The student's cohort year codes are derived from field #21 and are:
1 = Other(prior to 2005-08)

7 = 2005-06
g = 2006-07
9 = 2007-08
10 = 2005-09
11 = 2009-10
12 =2010-11
13=2011-12
14 = 201213

Please review the information carefully and

verify the participant and eligibility status codes are correct.

verify that all students reported as current participants (1, 2, 8, or 9) were actually served during this reporting period.
verify that you correctly updated the participant status field for all participants served in a previous reporting period.
provide an explanation if you did not meet the number of participants funded to serve.

Prev Page |1 ™|af8
Current Participants and Eligibility Status Report for 2011-12 (Participant Status=1,2,8, or9)

Participants Name Participant Status Eligibility Status Cohort Year
1 2 = Continuing participant 2= Low Incame Only 10 = 2008-09
2 2 = Continuing participant 1 = Low-Income and First-Generation 12 =2010-11
3 2 = Continuing participant 1 = Low-Income and First-Generation 12 =2010-11
4 2 = Continuing participant 1= Low-Income and First-Generation 12 =2010-11
5 2 = Continuing participant 2= Low Income Only 12 =2010-11
=3 2 = Continuing participant 1 = Low-Income and First-Generation 12 =2010-11
7 2 = Caontinuing participant 1 = Low-Incame and First-Generation 12 =2010-11
g 2 = Continuing participant 1 = Low-Income and First-Generation 11 =2003-10
=] 2 = Continuing participant 1 = Low-Income and First-Generation 12 =2010-11
10 2 = Caontinuing participant 1 = Low-Incame and First-Generation 11 =2009-10
11 2 = Continuing participant 1 = Low-Income and First-Generation 9 = 2007-03
12 2 = Continuing participant 1 = Low-Income and First-Generation 11 =2009-10
13 2 = Caontinuing participant 1 = Low-Incame and First-Generation 10 = 2008-09
14 2 = Continuing participant 1 = Low-Income and First-Generation 12 =2010-11
15 2 = Continuing participant 1 = Low-Income and First-Generation 12 =2010-11
16 2 = Caontinuing participant 1 = Low-Income and First-Generation 10 = 2008-09
17 2 = Continuing participant 1 = Low-Income and First-Generation 12 =2010-11
18 2 = Continuing participant 1 = Low-Income and First-Generation 10 = 2008-09
19 2 = Continuing participant 5 = Disabled & Low Income 12 =2010-11
20 2 = Continuing participant 1 = Low-Income and First-Generation 12 =2010-11

Prev Page |1 ¥ ofg

There are some circumstances in which a grantee may have a calculated funded rate outside the established range. In these
situations, you must provide an explanation for the large discrepancy between the funded number and the number served. Type
your explanation in the text box below (limit 1,000 characters and spaces)

d=fd
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If the rate does not fall within the established threshold, you will need to verify the participant
status code for each of your participants.

If the rate is low, this may indicate that not all participants have been included on the file or that
some participants have been misreported as prior participants.

If the rate is high, this may indicate that some participants have been misreported as current
participants.

To change the status of a participant, click on the Last Name hyperlink to return to the Section
IT Web form and update the Participant Status Code (field 22) and any other fields as necessary.

Personal Tab Enrollment Tabh ﬁ;z‘:;;‘;ﬁg:?;f Financial Aid Tah
Fields 1-15 Fields 1623 e Fields 35 & 36
Fields 2434

g;:i:':ipam Name: Error Description
1. PR/Aweard Nurmber: PO424101184
2. Batch Year: 201
3. Social Security Number: Q
4. Last Mame @
5. First MNarne: @
6. Middle Initial:
7. Date of Birth: raooscery) @
8. Gender: Select One b
9. Hispanic: Select One v | @
10, AmindAK: Select One v | @
11, Asian: Select One v | @
12. BlackAfrAm: Select One v | Q@
13. White: Select One v | @
14. HiPaclsindr: Select One v| @
15, Eligibility: Select One b

Save Delete | Resat | Badkta Table View|
Click "Save" before moving to another participant record.

Once you have made the necessary changes on this screen, click on the “Back to
Funded/Served” button to return to the Tier 2 Funded Served Report.

Click on the “Continue” button to proceed to the Tier 2 Critical Fields Verification Report.

Click on the “Submit Explanation and Continue’ button to proceed to the Tier 2 Critical
Fields Verification Report for Tier 2.

8.5 Critical Fields Report (Tier 2)

The Critical Fields report provides a percentage of participant records with “unknown/no
response” for nine data fields that have been determined as critical for analyzing project and
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program outcomes. Since an “unknown/no response” does not provide usable information for
data analysis, we ask that you review fields for which 10% or more of the records have
“unknown/no response” and either correct (or update) the data or provide an explanation as to
why the data are not available.

If an explanation was entered on the Funded Rate Report, it will be noted on the screen under
the “Tier 2- Funded Rate Report” heading. Otherwise, the number of students funded to serve,
the number of current students reported, and the funded-to-serve rate will be displayed.

SSS Online

Federal TRIO Programs Reiort Problem | Email Heli Desk | SSS APR | SSS APR Web Site User Guide

PR/Award Number:

Name of Grantee:
Tier 2 - Submission Verification Reports

Your funded/served explanation has heen saved and will be reviewed hy TRIO.

Tier 2 - Critical Fields Verification Report

The Department has identified the following seven (7) fields as critical in calculating project and program outcomes and wants to
ensure a minirmal number of "Mo Response/Unknown” entries in each field. In most cases, "No Response/Unknown” is a valid
respanse; however, high percentages of these responses are not in the project's best interests. The table helow lists the critical
fields and the number and percentage of participants with a "No Response/Unknown” entry in that field. If you have critical fields
with a high percentage of "Mo response/Unknown", we recommend correcting the data offine and uploading the corrected file. You
may return 1o to update any fields with a "Mo ResponseiUnknown" entry.

You have 357 participant records.

Mumber with

Field Mo, Field Name Mo Response/Unknown Fercent
7 DoB 0 records 0%

23 Enrollment Status (at end of the 2011-12 academic year) 1682 records 43%
24 Academic Standing 0 records 0%

1] Transfers 348 records 97 %
il Degree/Cenificate Completed 348 records 7%
32 Date of Undergraduate Degree/Certificate 0 records 0%

34 Fersistence status (at the beginning of 2012-13 academic year) 151 records 2%

Type in your explanation in the text hox below. Your explanation will be reviewed by TRIO

dsfdaf

rtinue

Report Problem | Email Help Desk | SSS APR | S§S APR Weh Site User Guide
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If the file contains at least one critical field with 10% or greater of “unknown/no response”, an
explanation box will be displayed on the screen indicating that you must either correct the
response or provide an explanation.

To change a participant’s data, click on the Section II hyperlink to return to the Section II Web
form.

You have the option of changing the data by using the Last Name hyperlink for each participant
listed. You can also click on the “Download Participant Data” button to download the file and
edit offline. Once the changes have been made, you can upload the file using the “Upload File”
button. See Section 6.1.2 for further instructions on how to download a file and Section 6.1.3
for instructions on how to upload a file.

Once you have made the necessary changes, either online or by editing offline, return to the
Tier 2 reports by clicking on the “Go back to Tier 2” button. The following screen displays:

SSS Online

Federal TRIO Programs

Reiurl Problem | Email Heli Desk | 555 APR | SSS APR Webh Site User Guide|

PR/Award Number: P042A101184
Name of Grantee: Uni i T

Section |l - Individual Participant Data File (Next Step: Tier 2 Data Validation Checks)
Your APR was resubmitted on 02/22/2013

The APR submission process includes a two-tiered submission process — you have successfully completed Tier 1 and must now
proceed to Tier 2 for additional processing and verification of data records

Please note that if you make any changes to the participant data file, the participant data error repart and the Tier 1 and Tier 2
data guality reports will be re-generated. If there are additional data errors, you must correct these prior to resubmitting your
APR

Click the "Continue” button to review the Match to Prior Report and the Student Cohort Year Report and begin the Tier 2
submission process

Report Problem | Email Help Desk | SS5 APR | SS5 APR Web Site User Guide|

Click on the “Continue” button to proceed through the data quality checks. For each screen,
you must do one of the following before proceeding to the next screen: (a) meet the established
threshold; (b) update or revise participant data to meet the requirements; or (c) provide an
explanation as to why your file does not meet the established threshold.

The following screen displays when the APR is successfully submitted:
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@ SSS Online

Federal TRIO Programs

Reiurl Problem | Email Heli Desk | SS5 APR | S5S APR Web Site User Guide
PR/Award Number: P047A110906
Name of Grantee:  Blackfeet Community College
Review and Submit
APR Submitted

APR Successfully Submitted!

Your 2011-12 data file has passed the data quality checks or you provided explanations. No additional changes to your
participant data file are required. Your APR will now be accepted provided you submit, via fax, 2 signed copy of Section | of the
APR

Dbtain Signature Page and Annual Performance Report in PDF Format

Click far & printable version of the signature page and the data reports in POF Format. Adobe Acrobat Reader is required to
view the file. To download a free copy, go to the

Please fax the signed copy of Section | of the APR (the first page of the PDF file) to the following fax number: (F03) 832-1360.
Once your fax for Section 1 has been received and processed, you will receive a confirmation email frarm us

For your records, you should keep in your files Section | with the original signatures and a copy of the two parts of your APR
submission: (1) the PDF version of Sections | and the data validation reports; and (2) the Excel file of your individual paricipant
records.

Obtain Annual Performance Report PDF

Click on the "Generate PDF" button to generate a printable version of your APR submission in POF format

Generate FOF

Generate Excel file for Section Il - Individual Participant Data for 2011-12
Click the "Download Data" button to obtain an Excel file of the individual participants records (Section | of the APR).

Download Data

Obtain a Copy of the Appendix: PE Formulae

Please click this link to download a copy of the

Report Prohlem | Email Help Desk | S8S APR | S5 APR Weh Site User Guide

The APR has been successfully submitted. No additional revisions are required. An e-mail is
sent to the project director and, if provided, to the data entry person entered on Section I.

To generate a hard copy of the APR, including the Section I signature page, click on the
“Generate PDF” button. The APR will display as a PDF.

Adobe Acrobat Reader is required to view PDF files and can be downloaded from the Adobe
site via the hyperlink on this page. Once the PDF is displayed, select “File-Print” from the

menu to print the report or click on the printer image.

To download an Excel version of the 2009-10 data file, click on the “Download Data” button.
A blue hyperlink file (example: P042AYYXXS9 2011-12 final xlsx) will appear on the screen.

To open the file in your browser window, click on the hyperlink.

To save the file to your desktop, right click using your mouse and select the “Save Target As”
option. Select a location on your desktop (e.g., My Documents) to save the file.
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Click on the “Log Out” button to end the session and return to the SSS home page. No further
revisions to your file can be made.

8.6 Prior Experience (PE) Points Report (pdf)

New in 2011-12 is the Prior Experience (PE) Points Report. After you successfully submit your
APR, the system will generate a report that shows the Prior Experience (PE) points earned for
the 2011-12 reporting (assessment year). Your PE points are calculated using the student-level
data you submit via the online system for reporting period 2011-12 and are based on your
project’s approved objectives. The Department will not accept any changes to the project’s
2011-12 data once you have completed the submissions of your 2011-12 APR. The report is
shown below:

U.S Department of Education
Office of Postsecondary Education/Federal TRIO Programs
Student Support Services (SSS) Program
Individual Prior Experience (PE) Points Report
2011-12 Reporting (Assessment) Year

PR/Award Number: P042A110906
Grantee: Blackfeet Community College
State: MT

Sector: Public 2-Year

First Funded in FY 2010: No

Introduction

The Prior Experience (PE) points earned for the 2011-12 assessment year were awarded on the basis of serving
the approved number of students and meeting or exceeding the project’s approved objectives. The Department
calculated the PE points using student-level data as reported in the project’s 2011-12 annual performance report
(APR). For a summary of policies and procedures for assessing a project’s prior experience and the formulae for
calculating PE points, please see the Appendix.

The Department will not aceept any changes to the project’s 2011-12 APR data (or re-calculate the PE points)
after the APR is submitted. However, if other information such as audit reports. site visit reports, and project
evaluation reports indicates the 2011-12 APR data used to caleulate PE points are incorrect, the Department may
decide to adjust the PE scores or not to award PE points (see 34 CFR 646.22(a)(3)).

A project that served less than 90 percent of the number of students the project was funded to serve in 2011-12
(refer to Funded Number in table below) 1s not eligible to earn points for any of the PE criteria in this assessment
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year (see 34 CFR 646.22(b)).

To be eligible to earn PE points for the attainment (degree) criteria. a project must have submirted an APR for the
wear in which the cohort was established. A project first funded in 2010-11 is not eligible to earn PE points for
these criteria in the 2011-12 assessment year.

Summary of PE Scores for 2011-12 Assessment Year
(P042A110906)
Maximum
Points Approved Actual PE Points
PE Criteria Allowed Rate Attained Rate Earned
Persistence 4 60% 5% o]
Good Academic Standing 4 T0% 949 4
As;ociate’? Degree or 2 48% 39 0
Certificate
Associate’s Degree or
Certificate and Transfer to 2 30% 3% o]
a 4-Year Institution
Number of Number of P
P P ercent
Participants Participants Served
Funded Number 3 Funded to Serve Served o
170 160 04%
Total Points 15 4

Funded Number

The Funded Number Criterion is based on the project having served the approved funded number of participants.
To earn PE points, the actual number served must be equal to or greater than the number of participants the project
was funded to serve. For a detailed description on how this criterion was calculated, please see the Appendix,
under “How is the Funded Number Criterion Calculated?”

Funded Number Criterion for 2011-12 PE Assessment Year
Maximum Points Allowed: 3

Number of Participants Funded to Number of Participants Percent PE Points
Serve Served Served Earned
170 160 94% 0

Persistence

The Persistence Rate for a 4-year institution is defined as the percentage of all participants served by the SSS
project in the reporting year who enroll at the grantee institution in the fall term of the next academic year or
graduate with a bachelor's degree during the reporting year.

The Persistence Rate for a 2-year institutions is the percentage of all participants served in the reporting year who
enroll at the grantee institution m the fall term of the next academic vear or graduate with an associate’s degree or
receive a certificate and/or transfer from a 2-year to a 4-year institution by the fall term of the next academic year
For a detailed description on how the rate was caleulated. please see the Appendix, under “How is the Persistence
Rate Calculated?”

Note: The Actual Persistence Rate 1s caleulated based on the greater of the number of participants funded to serve
or the number of participants served.

2011-12 Prior Experience (PE) Assessment Score:

Persistence
Maximum Points Allowed: 4

Number of Number of Approved Actual
Participants Funded Participants Number Persistence Persistence PE Points
to Serve Served Persisted Objective Rate Earned
170 160 9 60% 5% 0
e —
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Good Academic Standing (GAS)

Good Academic Standing (GAS) is defined as the percentage of participants served by the SSS project who met
the performance level required to stay in good academic standing at the grantee institution. For a detailed
description on how the rate was calculated, please see the Appendix, under “How is the Good Academic
Standing Rate Calculated?”

Note: The Good Academic Standing Rate is calculated based on the greater of the number of participants funded
to serve or the number of participants served minus any new summer participants served by the project that did not
earn college credit. If applicable to your project. rhe| Numbers of Participants Funded to Serve and the Number of
Participants Served shown in the table below do not include the new summer participants that did not earn college
credit.

2011-12 Prior Experience (PE) Assessment Score:

Good Academic Standing (GAS)
Maximum Points Allowed: 4

Number of Participants Number of Number in | Approved GAS Actual PE Points
Funded to Serve Participants Served GAS Objective GAS Rate Earned
170 160 150 0% | o | 4

Associare’s Degree or Certificate Artainment (2-year institutions)

Associate’s Degree or Certificate Attainment is defined as the percentage of new participants served in the Cohort
Year, who graduate with an associate’s degree or received a certificate within four reporting years. For a detailed
description on how the graduation and/or transfer rate was calculated. please see the Appendix. under “How are
the Associate’s Degree or Certificare Artainment/Transfer Rate Calculated?”

Note: A project first funded in 2010-11 is not eligible to earn PE points for this eriterion in the 2011-12
assessment year.

2011-12 Prior Experience (PE) Assessment Score:

Associate’s Degree or Certificate Attainment
Maximum Points Allowed: 2

Number
Attaining
Number of Associate’s Approved Associate’s Actual Associate’s PE
Cohort | Participants in Degree or Degree/Certificate Degree/Certificate Points
Year Cohort Certificate Objective Attainment Rate Earned
2008-09 | 110 3 48% 3% | 0 ‘

Associate’s Degree or Certificate Artainment and Transfer (2-year institutions)

Associate’s Degree or Certificate Attainment and Transfer is defined as the percentage of new participants who
graduate with an associate’s degree, or receive a certificate, within four reporting years and transfer from a 2-year
to 4-year institution by the beginning of the next academic year after receiving the associate’s degree or certificate.
For a detailed description on how the graduation and/or transfer rate was calculated, please see the Appendix,
under “How are the Associate’s Degree or Certificate Artainment/Transfer Rates Calculated?”

Note: A project first funded in 2010-11 1s not eligible to earn PE points for this criterion in the 2011-12

assessment year.

2011-12 Prior Experience (PE) Assessment Score:

Associate’s Degree or Certificate Attainment and Transfer from 2-year to 4-Year Institution
Maximum Points Allowed: 2

Number Attaining

Associate’s Degree
or Certificate and | Approved Associate’s Actual Associate’s
Number of | Transferring froma | Degree/Certificate Degree/Certificate PE
Cohort | Participants 2-year to a 4-year and Transfer and Transfer Points
Year in Cohortt Institution Objective Attainment Rate Earned
2008-09 110 3 30% 3% | 0 ‘

7The cohort is defined as the number of new participants served in the Cohort Year.
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